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Minutes of Paraprofessional Task Force 

Tuesday. September 10., 199/ 

Mr. Thomas Hendershot, Esq., Chair of the Task Force, welcomed committee members 

and thanked them for serving. He then asked each Committee member to introduce 
himself/herself. The following members were present: Mr. Thomas Hendershot, Esq., Sen. David 

Craig, Delegate Salima Marriott, Ms. Kandace Chase, Ms. Sarah Matisick, Ms. Jean Sax, Ms. 
Judith Perkins, Ms. Gail Riley, Ms. Marcella Kehr, Ms. Harriett Ghee, Ms. Loretta Johnson, 

Ms. Ann Lvtle, Ms. Beatrice Gordon, Mr. Bob Lazarewicz, Ms. Debbie Bostian, Dr. Lawrence 
Leak, Dr. Gloria Homeff, Ms. Sandra Marx, Dr. Rosemary Wolfe, and Ms. Judy Berman. Staff 

members from the Maryland State Department of Education, the Maryland State Teachers 
Association, and Montgomery County Council for Support Service Employees were also 

introduced. 

Mr. Hendershot then introduced Janet Marsh, Chief of the Teacher Licensure/Certification 

Branch of the Maryland State Department of Education, who reviewed the contents of a packet of 

materials relative to the issue of paraprofessionals. 

Mr. Hendershot reviewed the "charge" set forth in House Bill 1309, which created the 

Task Force and resolved that "the Task Force shall review the present utilization of educational 

assistants and paraprofessionals by the county board of education and make recommendations on: 
(1) Entry level standards for educational assistants and paraprofessionals;. 

(2) Training and experience to be required of educational assistants and paraprofessionals;. 

(3) The development of examinations for entry into educational and professionals 
careers; 

(4) The licensing of educational assistant and paraprofessionals. 

(5) Career ladders that educational assistants and paraprofessionals can anticipate 
following; and 

(6) Other matters that the Task Force considers of significance. 

Mr. Hendershot stated that there was a basic "threshold question"—whether there should 

be licensing/certification of educational assistants and paraprofessionals? If the consensus of the 

Task Force was negative, then there was no reason for the Task Force to make recommendations 

on the issues set forth above. If the answer was affirmative, then the Task Force needed to 
address those issues as well as other related issues including the status of current employees, 

grandfathering and to what extent, and who pays to meet the certification requirements. He then 

asked for comment or discussion from the members. The following represents a summary of the 
comments. 

. The term "paraprofessional" needs to be clearly defined. 

. There must be local flexibility regarding qualifications for entry level. 

. There should be uniform standards across the state. 

. If standards recommended, who would implement—State Board or Legislature? 

. The Legislature's intent was not to set standards. 
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. Are there minimal qualifications that someone needs to have? 

. Does language "professionals who work with children" limit scope? 

. The intent should be to provide incentives, to recognize those who have 

made a life-long commitment to children. 
. If it involves over 8,000 people, don't make it so rigorous that it puts current 

staff out of a iob. 

. Insufficient programs at communitv college level, (Dr. Rosemary Wolfe 

from the Maryland Assoc.of Community Colleges will investigate and report 

findings.) 

. Recognize that the entry level is iust a first-step for many. 

. Set standards that require certain core knowledge, experience. 

. Set qualifications, then standards will follow. 

. Not asking for college degree, iust standards. 

. Some classifications are different such as speech pathologist. Must be 

different definitions. 

. Supervision of paraprofessionals is another issue. n 

. It is possible to set standards without requiring certification/licensure. 

. What is the cost to local school systems? 

. Cost to the paraprofessionals is important. 

. Some paraprofessionals already meet standards in certain areas such as 

special education. Must have medical/technical knowledge as well as 

educational knowledge. 

. Standards would provide well-deserved recognition. 

. Paraprofessionals attend workshops yet not given credit. No validation for 

attending courses, workshops, etc. in some locals. 

. If training is a must, then should be provided by state or local employer. 

. Specific training should be easily available. 

. There are employee relations issues such as compensation. 

. Should have levels of validation for those who choose not to continue training 
or education. 

Mr. Hendershot advised the Task Force that the maiority vote rules. Whenever necessary, 

will ask for a motion, then a second, and then call for a majority vote. 

The Plan of Action for the Task Force will be as follows: 

. Task force members will submit proposed definitions of paraprofessional 

and all relevant backup materials from their organization, their own reading, or from their 
own hand to Janet Marsh by close of day, Friday, September 13. This information will 

be duplicated and handed out at the next meeting to be held on September 20. 

. Task force members will provide their own copies for distribution to all members on 

September 20 if they cannot meet the September 13 deadline. 

At the September 20th meeting, the various definitions of paraprofessional 
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will be discussed. Ms, Laura Burton-Graham, Assistant Attorney General with the 
Maryland State Department of Education, will provide information on the legal 

issues. By the end of the meeting, the Task Force will come to closure on the definition 

of paraprofessional. They will then move to discussion on the "threshold Question" 

of whether there should be a uniform requirement, certification, licensure, or 
something else. 

. At the October 9th meeting, the Task Force will continue the discussion on 

the "threshold Question"—whether there should be licensing/certification of educational 
assistants and paraprofessionals and come to closure on it. If the consensus is no. 

there is no need to address the other related issues. Therefore, the October 9 
meeting will be critical. 

. At the October 23rd meeting, the Task Force will discuss issues such as affbrdability, 

employee relations, etc. and begin to prepare draft report by November 6. 

Janet Marsh gave a brief overview of the Educational Assistants/Paraprofessionals 

Survey Analysis conducted by the Maryland State Department of Education and asked Questions 
relevant to the survey. 

Mr. Hendershot then asked task force members for their organization's position, if any, 

on the issue. The following represents a summary of the various positions. 

. Policy issue of state vs. local control. 

. Authority of local education agencies to determine collective bargaining. 

. Concern with policy issue of state vs local; license: and great variety of people. 

. Provide resource and give credit. 

. Who should set standards; inconsistencies; what Qualifications are; needs driven; wants 

consistency. 

. Paraprofessionals need to be recognized. They receive no incentives or respect. 

. Cost of godfathering. 

. Paraprofessionals are integral part of educational system. 

. Pushed for legislation for years. 

Mr. Hendershot thanked task force members and reminded them to submit all materials on 

definition of paraprofessionals with appropriate back-up materials to Janet Marsh by September 

13. 
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Minutes of Paraprofessional Task Force 

Friday, September 20, 1996 

Mr. Thomas Hendershot, Esquire, Chair of the Task Force, began the meeting with a 
review of the September 9, 1996 meeting minutes. The minutes were accepted as submitted. 

The following members were present: Barbara Abramson, Judy Berman, Debbie Bostian, 

Kandace T. Chase, Harriett Ghee, Thomas Hendershot, Gloria Homeff, Loretta Johnson, 

Marcella Kehr, Bob Lazarewicz, Lawrence E. Leak, Ann Lytle, Salima S. Marriott, Sandra 

Marx, Sarah Matisick, Judith A. Perkins, Gail Riley, Jean P. Sax, Rosemary Wolfe, Betty 

Workman 

Mr.Hendershot indicated the purpose of this meeting was to come to agreement on the 

definition of instructional assistant/paraprofessional. 

Six proposed definitions were distributed for discussion. They were submitted by; 

Montgomery County Council of Supporting Services Employees, Inc., Howard County Public 
Schools, Prince George's County Public Schools, Anne Arundel County Public Schools, Office 
of the Attorney General, and Maryland State Teachers Association. 

The following summarizes the discussion on the definition of paraprofessionals. Common 
elements include: 

- assisting teachers under some level of supervision 

- addressing the level of supervision 

- selecting the tasks to be performed 
- determining what duties, other than instructional, such as cafeteria, playground, 

hallway, etc., should be included in the definition. 

An editorial amendment was offered on Part 1 of the definition submitted by the 
Maryland State Teachers Association (MSTA), as follows:. 

1) Whose positions are instructional in nature and may also include the delivery of other 
direct or indirect services to children, youth and/or their parents. 

The Task Force voted on the offered amended change and rejected it. 

A second amendment was proposed to Part 1 of the MSTA definition, as follows: 

1) insert the word "primarily" before the word "instructional", so it reads: "Whose 
positions are primarily instructional in nature..." 

The Task Force voted to add the word "primarily" (11 in favor and 7 opposed).. 

A suggestion to either define "instructional program" or change "instructional" to 
"educational" was rejected after much discussion. 
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A motion was made to delete #1 entirely and use #2 as the definition of paraprofessional. 

This motion failed. 

Discussion continued on Part 2 of the Maryland State Teachers Association defmition 

regarding changing "certificated staff member" to "professional staff member". 

Another amendment to Part 2 of the Maryland State Teachers Association definition was 

proposed, as follows: . 

2) Who work under the direction of a certificated staff member. (Delete ail the other 
language.) 

Additional language offered to add "and supervision" after direction. 

The Task Force voted to have Part 2 remain without deletion of language (11 in favor, 

8 opposed). 

See attached definition in final form for instructional assistants/paraprofessionals. 

After the break, Mr. Hendershot referred to the agenda and the September 10 minutes 
relative to the "threshold question" of whether there should be licensing/certification of 
instructional assistants/paraprofessionals. The Task Force could conclude at the next meeting 

(October 9) that no uniform requirement may even be necessary. Questions to be addressed at 

the next meeting are: What is the problem? What is the purpose? What is driving the local 
education agencies toward certification of paraprofessionals? Is this needed? What will be the 
cost to state government? 

At the next meeting, Ms. Janet Marsh will present several job descriptions from the 

LEAs'.' The issue regarding the need for a statewide requirement versus a local requirement will 
be addressed by the Task Force. 

At the October 9 meeting the legislative intent will be "put on the table". The original 

bill was for Baltimore City instructional assistants/paraprofessional certification only. Can this 
issue be addressed through the job description? The Task Force will vote on the above issues 
at the next meeting. 

The Task Force voted to only allow a proxy vote for members who attended the 

September 20 meeting. 
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FINAL .APPROVED 

DEFINITION OF PARAPROFESSIONAL 

Paraprofessionals are defined as employees: 

L Whose positions are primarily instructional in nature and may also mclude the deliverv 

of other direct or indirect services to children, youth and/or'their parents; and ^ 

2. Who work under the direction and supervision of a certificated staff member who is 

responsible for the overall conduct and management of the education and related services 
p grams, including the design, implementation and evaluation of such programs and 
he assessment of the impact on student progress and other education outcomes. 

THRESHOLD QUESTION IS: 

ptTprofelltls^rs" t0 ^ ^ ^ 3 ce^-^ense/permit for 





Minutes of Paraprofessional Task Force 

Wednesday, October 9, 1996 

Mr. Thomas Hendershot, Esquire, Chair of the Task Force began the meeting with a 

review of the September 20, 1996 meeting minutes. The minutes were accepted as 
submitted. 

The following members were present; Barbara Abramson, Judy Berman, Debbie 

Bostian, Kandace T. Chase, David R. Craig, Harriett Ghee, Beatrice Gordon, Thomas 
Hendershot, Judy Hendrickson, Gloria Homeff, Marcella Kehr, Bob Lazarewicz, Lawrence 

E. Leak, Ann Lytle, Sandra Marx, Sarah Matisick, Judith A. Perkins, Gail Riley, Jean F. 

Sax 

Proxy votes were sent in by Delegates Salima S. Marriott and Betty Workman, Ms. 

Lorretta Johnson, Dr. Rosemary Wolfe. 

Mr. Hendershot reviewed the agenda and introduced Ms. Laura Burton-Graham, 
Assistant Attorney General. Ms. Burton-Graham was asked to submit legal issues that may 
possibly be raised if certification/licensure for paraprofessionals were implemented. The 
following issues were presented. 

• Professional Standards Teacher Education Board (PSTEB) and the State Board 

do not have the authority to issue requirements for certification or licensure of 
paraprofessionals. Authorizing statute would need to be changed through 

legislation 

• A personnel issue regarding a licensing requirement would need to address all 
paraprofessionals previously employed prior to implementation of licensure/ 

certification. Either a grandfather clause or issuance of license/certificate 

would need to be considered. 

• The State Superintendent must keep records, credentials, diplomas for all 
certificated employees. This would increase record keeping for an additional 

10,000 certificated employees. This would have a fiscal impact for the 

Division of Certification and Accreditation. 

• Level of contracts for paraprofessionals would need to address a 2 year 
probationary period similar to teachers. Tenure dismissal would need to be 
addressed through regulations. 

• Collective bargaining would need to be addressed. A gap was identified 
relative to Title 6, Subtitle 5 and Subtitle 4. Possible solution would be to 
amend Subtitle 4 to include paraprofessionals or create a new statute to address 

the current limits that would need to be changed. 
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• An interstate agreement would need to address reciprocity from one state to 
another. 

• An appeal process/system would need to be established to determine rulings on 
certificated staff who have not fulfilled or completed specific requirements. 

• COMAR would need to address attendance, notification of sick leave, death 
leave, loss of pay, evaluation requirement because paraprofessionals would fall 
into this category 

The task force discussed other issues for consideration. 

• Certification/licensure may possibly be an issue for consideration by individual 
jurisdictions. 

• Education is a statewide issue with the General Assembly having overall 
authority. 

• Currently there are no education regulations that apply to just one jurisdiction 
although other agencies have done so through the Administrative, Executive 

and Legislative Review Process (AELR) 

• Impact on Special Education students, due process and Individuals With 
Disabilities Education Act (IDEA) may cause liability issue. For example, a 

parent could claim their child is not receiving the highest entry level 
certificated paraprofessional and could request a due process hearing for 

private placement reimbursement, and attorney fees if one jurisdiction certifies 
paraprofessionals and other jurisdictions do not. 

• Currently paraprofessionals on the Eastern Shore are excluded from collective 

bargaining units. Would they remain exclusive, a separate group, or be 
included with other existing units i.e. teacher unit? 

• Professional development plans require continuous classwork etc., who would 
determine and develop professional development plan for paraprofessionals? 

Other possible options were discussed by the Task Force Committee: 

• Remove licensure issue and define locally by job description (This could be 
done through COMAR not legislation). 

• Set minimum requirements for LEA's employment standards i.e. High School 

diploma. 

2 



• Issue to address licensure versus LEA employmenl standards. 

Ms. Janet Marsh reviewed LEA's employment standards and revealed the survey that 

the Division of Certification and Accreditation did showed requirements were varied. See 
enclosure revealing all various functions and duties. 

• Another issue for consideration is small LEA's requirements vs. large LEA's 
requirements, difference may cause some discrepancies. 

After the break, the memo by Marcella Kehr and Gail Riley was distributed. Please 

see attached, the following issues were raised. 

• Cost to state vs. Cost to LEA's 

• Small LEA's depend on part-time assistants 

• Cost to MSDE, please see attachment 

A review of threshold questions was introduced. 

• Should we recommend licensure/certification of paraprofessional? 

• Should we recommend anything? If yes, what? 

The proxy vote issue was addressed. An open discussion of the dedication of 
paraprofessionals was agreed upon by all Task Force members. 

The following additional issues were presented: 

• Legal issues call for more in-depth study 

• Respect doesn't come from hourly wage and a "piece of paper" 

• Should an additional task force study be recommended? 

• Do we have a recommendation for the legislature? 

Action required on the following items: 

• Do we recommend licensure/certification to the legislature? 

• Do we affirm recommend against licensure/certification? 

• Do we not make recommendation but offer some alternatives? 



Motions Taken: 

Shall we recommend paraprofessional licensure/certificate statewide? Motion 2nd 

-First vote was taken to recommend to legislature statewide licensure/certificate 
Vote - For 3 

Opposed 20 

-Second discussion, recommend to Governor that only Baltimore City issue licensure/ 
certificate to paraprofessionals. 

-Delegate Marriotts position was addressed, discussed and dismissed 

Motion: To constitute a Task Force to continue to study the issue. 

Vote - For 3 
Opposed 20 

Third motion voted upon - Should recommendation be that licensure/certificate be 
allowed for any single LEA? 

Vote - For 3 
Opposed 20 

Next discussion included absence of licensure/certificate should uninformed 
recommendations/ standards be addressed for employment, possibly conferring a committee 

to study further considerations? 

Motion to review documents distributed be discussed at the next meeting. 

• What if any guidelines would this committee want to report on? Consider the 
following three issues and address in the final report. 

• Recommend guidelines at all? 

• Should Higher Education suggest study group? 

• How should we incorporate all information into report? 

Vote taken in favor of studying these options. 
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Karl Kirby Pence, President 
344 North Charles Street • Baltimore, MD 21201-4374 Patricia A. Foerster, Vice President 
410-727-7676 • 800-448-MSTA • FAX: 410-783-0585 Michael A. Butera, Executive Director 

September 23, 1996 

TO: Janet Marsh 

FR: Dale Templeton 

RE: FYI 

Enclosed is information you may find of interest. 

If I can be of further assistance, please call me. 

c:\winword\letters\marsh 

0WORKING FOR E|B| 
PPORTUN1TY m\ 
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A94-A 

Board of Education of Allegany County 
^     P n Box 1724 

Robert E. TerrUl 
Sup«'1"i<ric'crl£ 

108 Washington Street. P.O. Box 1724 
CumberiaruL Maryland 21502-0439 

Telephone (301) 759-2000 

VACANCY ANNOUNCEMENT 

teacher assistants 

PRE-KINDERGARTEN AND KINDERGARTEN 

SALARY: . OOfr'- W^030" 

»- «.*»■ and. desire to w®*'* with children. 
«u'i - co^Ltion ot G.E.D. 

♦-« wrtrk with t^cichdsr» 
Must be able to cooperate an -^^rience working with children. 
Should have previous training or experience worxing 

this position. 

„ accordance .Xc. .ca.a xjw ^n. 
our school children, must b« E^ngerprxnted arvd cu© 
background investigation. 

T„ ntQ CREATE A POOL OF APPLICANTS TO FILL POSITIONS 
THIS ADVERTISEMENT IS TO CREATE A SUBJECT TO THE AGREEMENT 
WHICH MAY BE AVAILABLE AFTER AUGUST l.^ SUSOB 
BETWEEN THE BOARD OF EDUCATION OP ALLECANV COUNTY AND ACSB 

DUTIES: 

SUBMIT 
application 
TO: 

M.i.« in the follow-up of inetroctlonal activitie. ae planned «>d 
presented by the classroom teacher. d e tirae: with 

proviaes assistance to enable classroom teachers to spend aK,re 
children. with additional interested 

Allows children the opportunity to identify 

ProroDte#'^^/a^sT 
for the use of necessary instructional ana 
result of team planning. will assist in the 

Provides pertinent information to teachers 
devalopraent of the individual. duties assiqned by teacher 

Assumes paraprofessional role and regular duties assigned y 
and/or appropriate administrator. 

jatr.es M. smith 
Director o£ Personnel 
Board of Education of Alldgany County 
108 Washington Street 
Cumberland MD 21S02 

CliOSING DATE: 

30 'd S8S0£8A0Tt7i 

AN EQUAL OPPORTUNITY EMPLOYER 

0i ^ bi3« woad WdSC:20 966T-ZT-60 
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Board of Education of Allegany County 

108 Washington Street. P.O. Box 1724 
Cumberland, Maryland 2J502-0439 

Telephone (301) 759-2000 

Robert E, TtrrUl 
Superintendent 

VACANCY ANNCXKdNBKr 

TEACHER ASSISTANTS - CHAPIER I 

STATE/FEDERALLY FUNDED 

SALARY: $11/mO - $17,038 

- * (7,r*U 

©JALIFICATICNS: Mist have an interest and desire to work winh children. 
Mist possess a high schcol diploma or coerpletioM of G.E.D. 

requiremente- 
Most be able to cooperate and wark with classroom teacher. 
Should have previous training or experience working with 

children. 

A person presently enployed by the Board of Bducaticn need only 
notify the ponscnnel office, in writing, of his/her interest in 
applying for this position. 

In accordance with state law, anyone hired who will have contact with 
cur school children, must be fingerprinted and submit to a criminal 
background invest igaticn. 

THIS ADVERTISEMENT IS ID CREATE A POOL OF APPLICANTS TO FILL TOSITICNS 
WHICH MAY BE AVAILABLE AFTER ADGOST 1, 1994, SUBJECT TO IHE AGREEMENT 
BETWEEN THE BOARD OF ECUCATICN OF ALLEGANY CDUNTY AND ACSEC. 

Assists in the follow-up of instructional activities as planned 
and preeanted by the claaeroon teacher. 

Provides assistance to enable classroom teachers to spend more 
time with children. 

Allows children the opportunity to identify with additional 
interested adults. 

Promotes effective utilization o£ teacher's tiire and talents by 
preparing for the use of necessary instructional and audio-visual 
materials as a result of team planning. 

Provides pertinent information to teachers that will assist in 
the development of the individual. 

Assumes paraprofessional role and regular duties by- 
teacher and/or appropriate administrator. 

SUBMIT 
APPLICMTCN 
TO: 

108 Washington Street 
Q-nnberland, Maryland 21502 

CLOSING DATE: 

AN EQUAL OPPORTUNITY EMPLOYER 

Z0"d saseraiam 01 biDb WOad Wd£:£:£0 966T-£T-60 
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Board of Education of Allegany County 

108 Washington Street P.O. Box 1724 
Cumberland, Maryland 21502-0439 

Telephone (301) 7S9-2000 

jtobertE. Terrill 
Superintendent 

XXtlFICATIOHS; 

UTIES: 

JUBMIT 
APPLICATION 
fO: 

VACANCY ANNOUNCEMENT 

TEACHER ASSISTANTS 

SPECIAL EDUCATION 

SALARY: SUt*** *11 nm r, uju 
'n.&u. 

Must have «n interest and desire Co work with la^mxng di-abl-d, 
mentally disabled, and physically disabled children. 

Must possess a high school diploma or completion of G^D. requxrements. 
Must be able to cooperate and work with classroom ceac^r; 
Should have previous training or experience working with disab 

chiXdr«n. 

A person presently employed by the Board of Education need onlynotify 
the personnel office, in writing, of his/her interest in applying for 
this position. 

Tn accordance with state law anyone hired who will have contact with 
pur school children, must b« fingerprinted and submit to a criminal 
background investigation. 

THIS ADVEHTISEMIMT IS TO CREATE A POOL OP APPLICANTS TO 
WHICH MAY BE AVAILABLE APTER ADOUST I, 1994, SUBJECT TO THE AGREEMENT 
between the boakd of education of allegany county AND ACS c. 

Assists in the follow-up of instructional activities as planned and 

Provides^assistance^o^nable^lassroom teachers to spend more time with 

Allows^children the opportunity to identify with additional interestea 

Promotes effective utilization of teacher's time and talents by preparing 
for the use of necessary instructional and audio visual materials 
result of team planning. .    

Provides pertinent information to teachers that will assxst in the 
development of the individual. , v . 

Assumes paraprofessional role and regular duties assigned by taacher 
and/or appropriate administrator. 

Assists physically disabled children with mobility. 
Assists disabled children with personal needs. 

Jame© M. Smith 
Director c£ Pe^soxinol ^ 
Board of Education of Allegany County 
108 Washington Street 
Cumberland MD 21502 

CLOSING DATE: 

AN EQUAL OPPORTUNITY EMPLOYER 

f0'd S8S0£8i0TfT 01 
Z 

biDb WOyd WcE£:20 966T-ZT-60 
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SECRETARIES/ASSISTANTS ASSOCIATION 

of ANNE ARUNDEL COUNTY (SAAAAC) P.O. Box 9764 
Arnold, Maiyland 21012 

Dee Zepp. President 
Telephone (410) 974 1294 

September 12, 1996 

FAX MESSAGE 

To: Dale Teropleton 

From: Jeanne Jones 

With this cover are job descriptions for the Teacher 
Assistants in Anne Arundel County. Linda James asked me 
to send them to you. I hope they are what you want. 

3 
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ANNE ARUNDEL COUNTY PUBLIC SCHOOLS 

TITLE HEALTH ROOM ASSISTANT MQ 058 

ORGANIZATIONAL UNIT: Department ol Student Sioporl Services 

REPORTS TO: School R. N. /Nursing Supervisor 

ESSENTIAL JOB FUNCTIONS; 
Manages the activities of the school's healthroom undef th« droction and supervision ol the school nurse. These duties include 
first aid and administration 61 medication as delegated by the school nurse Additionaly, performs a variety of health related 
maintenance duties as indicated by the health profile of students needing assistance during the school day. Responsibilities 
may included a variety of health tasks and clerical work in assisting students with heaift related needs. Nature ol work involves 
Ifling, positioning, pushing, and aiding in bodily functions, as needed. Work is planned and imptemented under the direction of 
the principal and the supervision ol the school nurse 

EXAMEL ES-Qf DITTIES AND RESPQUSIBIUTIES; 
These examples are illustralive and not aR inclusive; 

1. Admrtstors medication as ordered by physician and delegated by school health professional 
2. Provides first aid (including CPR) to students/staff. 
3. Maintains log of health room visits 
4. Reviews student immunization records and health inventories referring an positive findings to school health prolessional 
5. Provides or assists with screening for scdiosis, viskxi/hearing and nuisance conditions. 
6. Assists in preparing accident or health reports as appropriate 
7. Assists In review of records o< communicable diseases when an outbreak occurs at a particular school. 
6. Provides assistance to health professionals or parents in catheterliaSon. mouth suctioning, or other health care needs 

and as delogaled by the school lualtfi professional. 
9. Assists in toleting involving lifting and positioning, and toilet training when appropriate. 
10. Assists with (coding ol students wt« have physical handicaps 
11. Assists in positioning ol students to alleviate stress due to their health related condition. 
12. Assists in munitoring indicators ol special dressings or equipment so that Ihey may report to profossbnal or parent 
13. Assists professional in putting on. adjusting or taking off of braces 
14 Can assist with attendance calls and records. 
15 Other duties as assigned. 

SUPERVISION AND GUIDANCE RECEIVED: 
Works under the general supervision of the school health professional. Also receives directions from tho principal Evaluations 
are completed by the school nurse/nursing supervisor with input from the principal 

QUAUnCATION REQUIREMENTS: 
1. High school diploma or eguvalency certificate. 
2. Must be physically capable of physically assisting physically disabled students often involving lilting, positiooing, pushing, 

and siding in bodily functions, as needod 
3. Ability to everdse good judgment in dealing with students, parents, administrators and other employees and the general 

public. 
4. Have up-to date training in First Aide and CPR procedures and practices as approved by Board of Education within three 

(3) months of assignroenl/appointmenl 
5. Appropriate training tor all specialized health duties as provided by Board of Educatior/parents and delegated by school 

nurse. 
6. Provide own transportation (there may be a need to travel from school to school). / 
7. Willingness to carry out policy and procedures concerning the management of communicable diseases both personally and 

for school staff. 
8. Successful comptetion of all required tests and/or appropriate training. 

APPROVED Auguttiws 
REVISED: July 1995, February 1996 
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AHNS ARONDBL OOUMTT PDBUC BCHOOlfl 

jfTLE. PRRHAMBNTSUBSTTTDTB TEACHER (ASSBTANT) J!2r 

ftunAMIZATlOWAL OWTIt D«p«mn«nt Of Iralruollon 

KKPORTB TQi prtnclptl or D«il(nie 

flBNBRAL gTATBMEHT OP WQRKt 

Znt to UifhTfw t'n* tSn .^rl of SorlTof m« iwimcUon.] ,uff. Work Is planned Md ImpJ.manttd undtr Um C.rtet.on 
of Ux principal and proftulonal ttaff. 

yn^MPLBB OT pimwa ^MD ^ESPONSlBtUTlgS: 

These examples art Dlustratlva and not all Inclusive: 
i. Serves In a fuostltuta capacity for an aoscnt taacheKs) foltowing lesson plans In all araas of ourrlcnlani) or 

provtdine necessary ralnforeamenl of Instruction end materUls. 
j. Discusses with leaeHeris) what has happened durlnj their absence. As required, •stands lesson plans end 

continues dally Instruction during any abscncew. 
J. Continues Instruction and/or supervises student! to provide relief time to taachers for plaminj periods, 

eenfM-Mie**, and F«Ut*d professlonftl aotlvLtles. 
4. Ant its tetehm In pUnnlr^, lnnpl«rn#titing, and .valuatlng lMlru«tlon«l Uiaons, methods, slrateflei, and 

materials to reeel individual needs of students. 
5. Works with teachers/students on special proJects/lessons/asdfnmenU. 
«. Prepares a variety of instructional material* to Includei posters, charts, transparaades, fame boards/cards. 

Aaaista with bulletin boards, enWblts and display*. 
7. May <u(v«rylt« lunch duties, playground and bus duties as directed. 
t Performs a variety of olerleal tasks Inetuding corraetliH! work papera/teaU, keeping dally attendance records 

when teacherts) is absent} maintaining appropriate student folders/records; and other related tasks as assigned. 
I. Sets up learning, laboratory, and activity centers. Individually tutors and/or assists students having 

dlfficultlct. 
la. Atlandj arv] actively participates In staff development activities. 
11. Performs ether related duties as assigned. 

SUrERYPlOW AMD OPIDAHCB ItBCBtVEDi 

Works under the laneral supervision of the Principal. Works under the directions of the teacher or taachers. whe* 
assigned to them. Exercises Initiative and Independent Judgment while serving In a substitute capacity wltWn Board 
Policy and Regulations. 

90AI.fF»CATIOM RBOUlRHMHNTBi 

1. Completion of sixty (SO) samester hours of college.   . , 
1. Willingness to laarn and Implamant Instruetlonal mathods, strategies, and teehnlques to assist teachers In the 

education of students. . . , -,I,h 
S. Ability to exercise patience, courtesy, tact, and good Judgment in dealing with ftudants, teacners, 

administrators, fellow employees and parents. ... . , 
4. Ability to Independently plan and/or follow instructional lessons/asslgnnieflts. 
t. Successful completion of all required testa. 

•Position Is paid from tl»# Classified Personnel Salary Schedule-Teacher Assistant and Permanent Substitata. 

APPROVEDi January I9t3 
REVISED) March 1990 



SEP—12—96 02:52 PM 
P. 04 

ANNE ARUNDEL COUNTY PUBLIC SCHOOLS 

HILfc SPECIAL EDUCATION TEACHER ASSISTANT NO. 053 

QROANIZATIONAL UNIT: Student Support Strrlces 

REPORTS TO: Principal 

ESSENTIAL JOB FUNfmntW- 
Assistt teachers in caring (or the physical and instructional needs of physically, mentally, and emotionally handicapped 

"S5- 'esponsw'ty tof assisting teachms with emphasis in caring tor the physical neate of the sludenls such as eating k*>ch and battvoomAoiet care, taking off and putting on outdoor attire 
adjusting braces, wafers, wheelchairs often invoMng uning, pushing, and aiding In bodily (unctions- assistino sludenls with 
hdMOual and group v«*K supervised by ^ »acher: and worWr^ciosely m student^ SS,' 
personnel tn carrying out »>e various special education programs at elementary and secondary grade levels. Addilkmariy some 
asagnmenls involve carrying out inslructonal tasks as outlined by professional start based upon individual student otocuves 

Sff S51® J1.lCOfnTi,)[si|e actl'vity' Nalure 01 WOf,( rc*"" extensive walkir^. stooping, pushing^rryinfl 
fl . EmPloyee(s) musf ^ MpaWe o* performing any and all of the listed duties individually or 

independently may var)r based upon their work locatron/assignment and available stalling. 

EXAMELES OF,DUTIES AND HESPONSmn mpg. 
These examples are iJustralive and notaH inclusive. 

1. Asssts Sludenls on/ofl buses oiten involving lifting, pushing, and aiding in bodily functions. Monitors entry and exit of 
students assuring tliat they get to (he coirect classroom. 

2' It*?™ i!Ltok'nfl O,1/punin0 00 oMoor a1,i,e' fihoa6' flying, self-help. etc. Adusts braces, wafers, and whodchairs often requrino pushmg, lifting and'or aiding students n bodily functions 
3. Assists students with feeding. Serves beverages/snacks Collecis trays 

6' in.reCiW0!l;reacinfl' ^ 0,her curriculuni ,asks- Enforces subjects iniiially nlroduced by the teacher usually working m a one-to-one situation or m small groups. 

7' mo
1
t,va,'°n 10 s,U(ten,s ^ ^ a short attention span and/or who require ^dividual or close altenkon. Emptoys «^ii work and other reinforcement techniques 

8- C?",ro,;nfl ^ ^«pline of students. Reacts promptly in |h9 ev*n| of seizures, d-sruptve behavior or related 
aluations. Aids students who are it) or physically uncomfortable 

\ students inleaming basic skills related to job ■ training activities 

^ C<,,,8,i ** ',seusses ^ 01 *0"*)»» sacte, .nd 
11. May bo assigned to library/media center. Assists students in selection of books of interest or relevance lo the 

1? ^ ^,ando^ra,eaudio vis^,^wp'"enl Reads stories aloud to students. 12. Performs a vanety of clerical tasks such as preparation and up keep of bulletin boards, colalino cwresooodenca and 

w^*0*P,PKS• »' "atoms. mainBirng ties<* case 

Off-Slte Work Trainino Activities/Community Based Setting 

13 teacher53™65 S,Uden,S 10 0', Sile ^ ,rainin9 aC,iVllieS anc, communi,y bas^ bcalwns as planned by job coach or 

4. 

5. 

rronn'mifdr 
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SPECIAL education teacher assistant ^ 

»evenl ol an emergency situation 11 Lbnitors satelv and behavior ol students otVoff bus while traveling to/trom the job site. 

h and'of teacher which often includes 

,7. Bnd otes ^in ^ ^ '*** 

18 SS « SS'SaSS.B PiovUes moSrat'on lo sludentt to assist Ihem in dwek^ins sMIs needed 
to accomplish assigned work tasks. ..•.•• .^»„nM5cVe 

Stowoteto. needs o) tic emptoyerSponsonng ogsncato. 

„ S?2?SSaW,Tlte sl«denl a. all limes .Me « oMte lecetlon., 0i«5 s,«ial eHenlton te selalf lewo 

• **A„fuyle fw-ui>ftroH Hich wa^hPTfi elC.I. wnen wornconamons g.«iiuu »»f v"     ,, . . . 

„ SS « «^T»^ =< *<*** ^ ^ ^«'****■ *"*"»""" kw"ai"5 i,pp"^'e 

„ SeS-^ ""^ ^ ^^^10 ^te 

supervision of students at all times. 
25. Performs other duties as assigned. 

^ - •»f rBacte' - ^ B 

Ihem. May receive immediate instructions, and guidance Item otier professional sla 1. 

toiliac, ^eteabi, seemed b,fc-mJ .»de™c o^se^al^ in IheMl 

Appropriate fining for all specialized handicap related care needs. Appropriate training related 10 seiwes, oisrup 

^ ^ ^a,w 

5. ..^v. .a^, stw.d, pus**. »»*.. *«"«■ 

6 AbiSw to work harnionkjusty with and provide a broad range o( assistance lo prolessional Sialt. 
7. Successful completion of all required tests and/or appropriate training. 

REViSE^^epterrtef821.1982. January 1873. November 1969, December 1989, December 1990. March 1991. 
April 1991. May 1992, February 1994 
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_ AMNE ARUNDEL CODNTT PUBLIC BCH0014 

m£, PROa*™ liO- 051 

OXGAWIZATIOHAL UWTi Depirtratnt of Student Support Services 

KKPORTS TO, Principil 

CEMBnAL STATgMENT OP trpa^. 

Perfornis • variety of httlth related mainuntnee duties as indicated by the health oroni^ of 
aatiatanot <turinC Ihe .ehoot d.y. R^^n,IbilHi„ m,f loelud.d , v*rt.ty 0f h..lOi t?J,. ltUd•n

l
, ne*^,n« 

BXAMPI.KS op DUTIES AHP RESPOHSlBlLmES: 

These examples are Illustrative and not all incluilve! 

he• It'h rVn«fdtT* ^ prer*"ion'U or eath.^iaoUoo, wetionfc*, o. otl.ar 
AssisU in tollaling Involving lifting and positioning, and toUet training when appropriate. 
Awlsts in positioning of sludenu to alleviate strew due to their health related condition. 

4. Assist* professional or parent in suotionlng of non oxygen dependent children. 
5. Assists m monitoring Indicators or special dressing, or equipment so that they may report to professional or 

8. Anistf profeisional In puttMf on, adjustir* of taking off of braves. 
7. Assists in preparing accident or health reports as appropriate. 
8. Assists in review of records of communicable diseases when an outbreak occurs at a particular school 

9' aAnd d!abet«en,S Wh0 ^ P,,ySi,!,, h#ndiMps rel#,ed lo e,,ronie conditions, such as arthritis, asthma, epilepsy 
10. Other duties as assigned. 

SUPERYBIQW AKD QOTDANCE RECPJVP.rw 

Works under th« genera! supervision of the Principal. 

QPAUFICATIOM REQPIREMEHTB. 

1. High school diploma or equivalency cectificale. 

'■ cm"'c 

'• frSH^pSS?.' «<niinlftr«lori M other „a 

"a *"»"•" '< 
Appropriate training for all tp.clali2.d baalth duti., a. provldad by Board of Edooation/par.nt 
Provida own tran.port.tlon {there m.y be a need to tr.vel from .chool to .d^f). 

7* ^rSy'and0 Kh^ suff!' pr'e*dUrM COneerni'v the "•"Ur.ment of communicable dUeases both 
8. Sueccssful completion of all required tests and/or appropriate training. 

APPROVED: August 1981 
REVISED! Oeoambor 1989, April 1991 

6. 
S. 
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ANNS ARUNDBL COUHTT PUBIiC SCHOOLS 

JEkfr 
yrqAMiaA-nOWALUHm 

■RPOETS TO? 

TSACHBR ASSISTANT - WTERACTtVB CAB LB 

Division of Media Services, Department of Instruction 

Prinelpal 

WO. 931 

QEWgltAL 8TA-nrIH>fT 0r WQKK' 

EXAMPLES OF DPHES AHD EESPOKSlBlimBSi 

These exemplei are llluitrathre and not all btcitulve; 

1_ up and operetel Interactive cable video eameri and reUted equipment u«e<J to tr»n«mlt eommunloBtfone 
between broadcasting and receiving facllllict. 

2. Makes basic adjustments to equlpment/maeMne* to achieve operational use. 
S. Serves as Instructional monitor In the utellite classroom. 
4. Parforms various olarleal support tasks auoh as keeping student attendance records; processing work 

papersand mainUlning appropriate ftudent folden/reoorda. 
5, May traval between school* to deliver or reeelve a variety of mateflele including booka, taata, or otJirr 

instrnctional related items. 
». Sets up and operates the (acslmlle maehlne/equlpment to send or receive various malerUls (i.e., tests, quizzas, 

home work to and from nehools, and other materials as requeued by aehool siaffl. 
7. Mny video tape elasaroom Instruction for u»« during other periods of the school day. 
g. Report* problem* and/or malfunctions with cable JysUma to the appropriate cabU contrector. Makes 

arrangements for major repairs of equipment/machines with contractor as instructed. 
I. Prepares a variety of instmclional materials to include posters, charts, and other related items. Assists with 

bulletin boards, exmoits, and displays, 
to. Assists in storing. Inventorying, and requisition of Instructional materials, supplies and equipment a$ directed. 
It. Attends and actively participates In staff development activities. 
II. Performs other duties a* assigned. 

8DPCRVISION AWD GDIDANCE RECETVEDi 

Works under the general st^ervlslon of the principal. Works under the directions of the teacher or teachers, when 
assigned to them. May receive Immediate Instructions and guidance from other professional staff. 

QOALIP1CATIOH REQDIREMEWTSs 

1. High School Diploma or Equivalency Certificate. . _ 
t. Willingness to learn and implement hstructiooal methods, strategies and technlquei to assist teachers In the 

•ducation Of ktudanta. ^ . , 
3. Willingness to learn the correct set up and operation of intcrsctive cable video camera and related equipment. 
4. Aoiliiy to exercise considerable p*tience, courtesy, tact, and good judgment in working with students, 

teachers, admirtlatrators, fellow employees, and parents. 
5. Successful completion of all required tests. 

APPROVED: February 1992 
REVIBEDi 
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ANNE ARUNDEL COUNTY PUBLIC SCHOOLS 

TITLEJ TEACHER ASSISTANT jjg, 022.J9 

gSCANUATIONAL UPMTTi DEPARTMENT OF INSTRUCTION 

KEPORTS TOi Principal 

GENERAL STATEMENT OF WORKt 

A**'1*' th5 in*tructlonal itaff In Implementing plans and programs rtUttd to tht academic or • ipecUliztd ar«t to 
which aisigned; pcrlorms varlout non-instructional taski in direct support oi the teachinc-ltamlnf process. Work 
involv«i worfcioj tfrectly with students individually or in small groups to reinforce subjecuInitially Introduced by the 
toacher in *11 subject sress; asilttinj teactiers In planning, Implementing, and eviliutlnt instructional Itssons and 
programs; observing students and aisesdng their pcogrcsii participating In *Ufl d«r«lopm«nt activlticsf and the 
preparation of iratructional materials. Work is planned and Implemented under the direction of the princlpa] and the 
profession*) stall. 

EXAMPLES OF DUTIES AND RESPONSBILITESi 

Tlwt* •xarrplsc are illuttrativc and not all Inclusive. 

1. Works directly with the students Individually or In small groups to reinforce Subjecu Initially Introduced by the 
tcacnet • 

7. Assliti tvachvr* in planninj, Implementing, and •valuating inttruetional lettont, m*th«df. itratealet and 
materials to meet the individual needs of students. 

i. Org.mz.t materials (prescriptions) for each group/student. Sets up learning stations, laboratory, and activity 
centers. Supervises students while working} assists students having difficulty. 

«. Leadt and/or facilitates group discussions, sharing time, Individual recitation or Individual work. 

J. Prcparei a variely of inatructtonal material! to Include postcre, charts, tranaparancies, game boardt/cardt. and 
other related materials. Assists with bulletin boards, exhibits and displays. 

' tiona|,»taffn^ ,*th*r, <J,tt students. Discusies obsarvations/pragrest of students with instruc. 

7. May supervise lunch duties, playground and bus duties as directed. 

t. Assists In the adminUtration of tests/assessment Instrument*. Records data to record books/matter 
charts/assessment forms. 

9, Performs- a variety of clerical tatWt including correcting work papors/totts, keeping dally attendance 
maintaining appropriate student folders/recordt, and other related tasks at assigned. 

10. Works with teachers/students on special projects/lessons/asslgnments. ' 

11. Assists In storing, Inventorying, and requisitioning of Instructional materials, supplies, and equipment as directed. 

12. Aids in organization/housekeeping tasks for laboratory, learning stations, work area*, or ether Instructional 
9€ttin£Se 

1J. Attends and actively participates In stalf development activities. 

LIBRARY - MEDIA TASKS 

IS. Assists teachers and students In researching, .electing and/or locating appropriate print and non-print materials 
lor use in preparation of classroom lesson/assignment. 

I5' IHVi'^r* ,tu<ten,V" e*M*r skills and procedures. Assists with setting up learning stations and activity centers. Aids students in use of card catalog. 

It. Trains and supervises students or parent volunteers In the daily operations of the media center. 

t7 UbrVry sknis"' ,ft ,lltcu,1 •r"1/ar lesson plans and 
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TEACHER ASSISTANT 
P«S« 3 

>• Trpe. .nd dittrlbutes om<h* notice MainUins r.I.t.d •bllg.Uon Uitt/fcr*. 

M lUeelvei and pr^. ^ boCa AV m.t.rUh. Count,, namp., Ub.^ U,.. rainlocC. >"«, P- e 

** •helves ,o^U. ^ p-^eu. p-prUaa. or other pHnt.d 21. Receives, »ttnip», COWS, proce**** 

—■","»uw'"""e""0, 

subject an4 titU. 

: t 

   -■ "•'•« 
ol projector Umps. w dittos, and letters. Conuetnupplleri by Utter 

"• ^ipments ol books or m.terUU. 

2$. Performs ether reUted duties as «»sj|ned. 

WIPFR VISION AND GUIDANCE RECEIVED 
» .k. o,i„,iMi Works under the directions ol the teacher or teichert, «n»n 

^rri,T*r»u^!i7r ...—»•' 
Instructions and fuidance Irom other professional stall. 

y.Ai trtfATfQN REQUIREMENTS' 

1. High School Diploma or Equivalency Certilicate. 

2. Willingness to le.rn and implement Instructional methods, strategies, and techniques to ass st tea 
e<Mc«lon ol students. 

, Ability .. »«.*,.b„ p...>ac,»«».,. uc., HP— "> »" ' 
.dmlnlrtrator., fellow employees and parent*. 

Successful completion ol *11 required tests. 

APPROVED; JANUARY 1)83 

REVlSEDi 

1 
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HS but Icm 

than 30 Hours 

12,300 

13,030 

13,802 

li579 

I5A54 

16,130 

16,907 

17^84 

18,010 

BALTIMORE COUNTY PUBLIC SCHOOLS 

Salary Schedule for Instructional Assistants, 1996-97 
Effective July 1,1996 

HS plus 30 Hours H HS plus 60 Hours 

v 
r '600.47 

v 636.06 

70755 

743.34 

779.14 

814.95 

829.95 

fay Dales: 

12,784 

13^39 

14,316 

15,092 

15^67 

16,643 

17,420 

18,196 

18^21 

Longevity Steps 

10 years = 

15 years = 

20 years = 

23 years = 

27 years = 

30 years = 

33 years = 

06/23/96 

09/06/96 

09/20/96 

10/04/96 

10/18/96 

11/01/96 

Annual 

833 

1,667 

2,500 

3,334 

4,167 

5,001 

5,834 

mu 

623.92 

€5972 

695.49 

331.19 

766.98 

802.75 

838.52 

853.52 

Biwkly 

38.41 

76.82 

115.23 

153.63 

192.04 

230.45 

268.86 

13,278 

14,052 

14329 

15^05 

16380 

17,156 

17,932 

18,708 

19,034 

11/15/96 

11/27/96 

12/13/96 

12/20/96 

01/10/97 

01/24/97 

611.87 

647.56 

683.35 

719.13 

TSiM 

79039 

82636 

862.12 

877.12 

02/07/97 

02/21/97 

03/07/97 

03/21/97 

04/04/97 

04/18/97 

plus 90 Hours Bachelor's Degree 

13,772 

14365 

15342 

16,118 

16393 

17,668 

18,444 

19320 

19345 

634.66 

67118 

706.99 

742.77 

778.46 

81420 

849.97 

885J1 

900.71 

14366 

15,078 

15354 

16,631 

17,405 

18,181 

18,957 

19,732 

20,057 

657.42 

69433 

730.62 

766.41 

802.09 

837.83 

87337 

90930 

924.30 

Step 

05/02/97 

05/16/97 

05/30/97 

06/13/97 

01 

02 

03 

04 

05 

06 

07 

08 

09 

SsUry Scale 96-97 X 
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JOB DESCRIPTION 

JOB TITLE: INSTRUCTIONAL ASSISTANT JOB C0DE: 500 

TTTNCTTON 

To assist the professional staff by performing instruction-related duties and by giving individual 
attention and assistance to groups of students. 

DUTIES 

Works with groups of students to reinforce the learning situation established by the teacher 
helping with skill development, reading to younger students and assisting stude^S t0 6 6 

use library facilities or assisting in other learning activities. Helps students with self-care 
activities. Assists with recreational play and supervision of out-of-doors activities. May 
participate in field activities and assist in planning transportation needs. 

Obtains, catalogs, stores, distributes; collects, and inventories 
assist in the preparation of instructional materials. Maintains bulletin boards, display areas, 
and interest centers. 

Sets up, adjusts, cleans, operates and performs minor maintenance on such apparatus as 
audiovisual equipment. May visually inspect equipment for damage. Oversees cleanup 
activities. 

Performs classroom clerical duties such as collecting money, taking attendance, collecting 
assignments, and transcribing future home assignments or discussion-related topics on the 
chalkboard. May e required to type tests, home assignments, supporting instructional matena 
correspondence. Coverage of classes on a limited basis may occasionally be necessary. May 
serve as lunch period monitors. May be required to operate a CRT. 

Performs other duties of similar scope and complexity. 



JOB DESCRIPTION 

JOB TITLE: INSTRUCTIONAL ASSISTANT JOB CODE: 501 
LIBRARY AND MEDIA 

FUNCTION 

To assist the professional staff by performing instruction-related duties and by giving individual 
and small group attention to students. 

DUTIES 

Assists students and teachers in the location, use, distribution, and scheduling of print and non- 
print materials and equipment, and in the preparation and development of instructional 
materials. 

Assists the librarian in the preparation and organization of print and non-print materials and 
equipment for circulation. Assists with orders requisitions, inventories, records, and account. 

Assists with the distribution of materials from library and media services. 

Assists in the implementation of technology with the library through automated services. 

May be required to operate CRT or IBM computers, form printer, personal computer, word 
processor etc. 

Performs other duties of similar scope and complexity. 



JOB DESCRIPTION 

JOB TITLE: INSTRUCTIONAL ASSISTANT - JOB CODE: 502 JOB pQKElCMLANGUAGE LABORATORY 

FTTNCTTON 

To assist the professional staff and students in the language laboratory. 

duues 

Assists the teacher in the preparation of recorded materials and maintains a perpetual inventory 
of materials and equipment. 

Maintains and makes minor repairs on materials and equipment used in the language 
laboratory including tape decks, consoles, headsets, capstans rollers, and heads where 
appropriate. Keeps an operations notebook on each language laboratoiy including. 

• work done and date 
• persistent trouble 
• notes to help the electronic repairmen 
• trouble calls on equipment 

Suof rvises small mops of students in the language laboratory, and assists teachers and studm" 
irTother subject areas ,n the use of the laboratory .du.pment. Checks each students booth for 
d3.m3§6 and r6ports saniB to the tea.ch6r. 

Assists in field trips and special events. 

Performs clerical duties such as duplicating materials, maintaining records, and typing. 

May be required to operate a CRT. 

Coverage of classes on a limited basis may occasionally be necessary. 

Performs other duties of similar scope and complexity. 

05-94 

10 



JOB DESCRIPTION 

JOB TITLE; INSTRUCTIONAL ASSISTANT - JOB CODE; 503 
SCIENCE LAB 

FUNCTION 

To assist in the preparation for laboratory services. To assure proper clean up and equipment 
storage. To assist students in the performance of lab activities. To perform related clerical 
duties. 

DUTIES 

Prepares and distributes equipment, solutions, cultures, and other laboratory materials. Sets up 
equipment for demonstrations. Assists in the scheduling of science facilities and related 
equipment. Maintains living materials such as plants, animal colonies, cultures and aquaria. 
Assists with clean-up procedures. 

Maintains perpetual inventory of equipment and supplies. Cleans equipment and makes 
adjustments and minor repairs. Participates in the development and construction of teaching 
aides. Demonstrates new equipment. 

Participates in small group instructions. Assists in planning and supervising field trips. 
Assists in the collection and organization of resource materials. Assists in the organization 
and/or supervision of seminars, fairs, and student projects. 

Assists, as time permits, with clerical duties such as typing duplicating, filing record keeping. 

May be required to operate CAT. 

Coverage of classes on a limited basis may occasionally be necessary. 

Performs other duties of similar scope and complexity. 

05-94 



JOB DESCRIPTION 

   JOB CODE: 504 
JOB TITLE: INSTRUCTIONAL ASSISTANT - 

FAMILY STUDIES 

piNCTlON 

To assist Family Studies teaohars by perf.naing instn.cU.nal dutias to imprava and a.pand 
learning opportunities for individuals and small proups of students. 

DUTIES 

by the teacher. 

Aasists in the foods «.d nutrition courses by "Xr^rrhrcWaJnof "acLr assigned 

Srr S i^^rKI S e,uiPma„Pt and supp.ias may be reared 

to assist in the Infant Development Center 

and equipment. 

May be required to type tests, home assignments supporting instructional materials or 
correspondence. May also be required to operate CRT, etfc- 

Coverage of classes on a limited basis may occasionally be necessary. 

Performs other duties of similar scope and complexity. 

05-94 
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JOB DESCRIPTION 

JOB TITLE: INSTRUCTIONAL ASSISTANT - HEALTH JOB CODE: 506 

FUNCTION 

To assist the Secondary School Health Nurse in the implementation of the School Health Program. 

DUTIES 

Assists with first aid functions. Determines reason for student's visit and refer to the school 
nurse. Admits students to the health suite and refers them to school nurse for intervention. 
Assists with the health screening programs and records results in the health record of students. 

Administers medications in accordance with policies of the Baltimore County Public School 
system and at the direction of the school nurse/or the principal in the absence of the school nurse. 

Contacts parents or designated person to arrange transportation of ill or injured students. 

May perform clerical duties such as preparing correspondence, records, and reports as required 
by the school nurse, answering telephone calls related to the health services program; 
maintaining current cumulative health records for students; preparing bulletin boards and 
showcase. May be required to operate a CRT. 

Distributes and restores school first aid kits. 

Assists in maintaining a safe and healthful school environment. 

Performs other duties of similar scope and complexity. 

0594 



JOBTTIUE; INSTRUCTIONAL ASSISTANT JOB Hi gpEdAL EDUCATION 

JOB DESCBJFIION 

JOB CODE: 507 

ettncttoh 

   artsssa SSSA- 
personal hygiene and grooming. 1o peno 

pTTTTES 

.s,st teachers . P.ann!„c, —^ — 
stt-ategies and materials to meet he skills reinforcement actmfaes 
individually or in groups ^ ^^oor activities, field trip experiences and special 
recreational play, supervision t ^ safe classroom 
programs. Helps maintain an attractive, n 

j .r n fo 21 vears of age) in self care, and personal 
May perform, assist and/or train students (up to 21 ^ ^oothbmshing. toileting, and 
grooming including such activities as undressmg^ ^ ^ and ^ f non- 

SSyS^^nts on and off buses. May assist students with fee^ g. 

— Oiststre^n^^ of students 

with instructional staff. 

assigned, may be required to operate a CRT etc. 

Performs" other duties of similar scope and complexity. 

05-94 

/t 
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TOR DESCRIPTION 

TITLE: Level V Assisiam 

TOR SUMMARY: 

Provides support services 10 help achieve n well-organized, smoothly functioning cla>s and school 
environment in which students with disabilities c&n take full ctdv&nt&ge of the instmctionaJ progrun 
and available resource materials. Incumbent receives general direction from school principal. 
Building principal may assign and reassign Level V Assistants to various job sites in a given building. 
Level V Assistants may be assigned to work in the special education classroom, school cafeteria, 
or in other areas as the needs ot the school program dictate. 

RESPONSIBLE TO: Principal 

PAYMENT RATE: According to Classified Salary Schedule 

ESSENTIAL JOB FUNCTIONS: 

1. Assists the studenU?} ic whom assigned in such physical tasks as putting on and taking off 
outerwear, moving tVom room to room, and using the lavatory. 

2. Perfonns simple errnnds and tasks tor students, such as, sharpening pencils, carrying lunch 
trays, etc. 

3. Works with small groups or individual children to reinforce material initially introduced by the 
teacher. 

4. Assists students in recitation, reading, and other curriculum tasks. 
5. Accompanies students to whom assigned when trips to the ottice or other areas of the building 

are necessary. 
6. Establishes a supportive and sympathetic relationship with the students without fostering or 

encouraging intense emotional involvement. 
7. Serves as resource person, if and when requested, to the school or Central Office student 

evaluation team. 
3. Perfonns clerical duties. 
9. Sets up audio-visual equipment. 

10. Participates in in-service training programs. 
11. Provides periodic class coverage in absence of a classroom teacher. 
12. Ensures that all activities conform to school system guidelines. 

OTHER JOB DUTIES (Duties listed are not intended to be all inclusive nor to limit duties that 
might reasonably be assigned): 

Performs related work as required or assigned by the building principal or designee. 

KNOWLEDGES. ABILITIES AND SKILLS (These are pre-employment knowledges, abilities and 
skills that apply only to Essential Job Functions): 

Ability to— 
Understond and communicate with both verbal and written skills. 
Learn operation of office machines and audio-visual devices. 

TRAINING AND/OR EDUCATION: Graduation from high school or possession of a GED 
certificate. Level V Assistant II must have completed sixty (60) college credit hours Level V 
Assistant III must have earned a four-year college degree. 

EXPERIENCE: Experience working with children with disabilities preferred. 

LICENSES OR (T.RTiriCATl-.S: None. 



SPECIAL RFQUIRHMTNTS Sou,. 

textbooks, assisting small children, seuing up audlo-WsuaJ^aui^1 ^ ^ SUCh " moving 

assjgned to programs serving stude.as i f^ver. Level V Assisunu 
with hftmg students at various times during theTustmcUon^ da^'7 ,eqUired 10 ^ 0r assist 

UNUSUAI. DEMAND?;- xollt., 

Ti-i.-momh „ est.blished by of ^ ^ 

-STt, r?rrc^ "oTy "■ 'K°rdm" ** <* ><** <* «*<«><* 

A,"'roved— p.,. ^///?y 
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JOB DESCRIPTION 

TITLE: Instructional Assistant I, II, III 

JOB SUMMARY: 

Provides support services to help achieve a well-organized, smoothly functioning class and school 
environment in which students can take fuU advantage of the instructional program and available 
resource materials. Incumbent receives general direction from school principal. Building principal 
may assign and reassign instructional assistants to various job sites in a given building. Instructional 
assistants may be assigned to work in the regular or special education classroom, the media center, 
department offices, school cafeteria, administrative offices, or in other areas as the needs of the 
school program dictate. 

RESPONSIBLE TO: Principal 

PAYMENT RATE: According to Classified Salary Schedule 

ESSENTIAL JOB FUNCTIONS: 

1. Works with small groups of students to reinforce material initially introduced by the teacher. 
2. Assists individual children in need of special attention. 
3. Perfonns clerical duties. 
4. Guides independent study, enrichment work, and remedial work planned by the teacher. 
5. Sets up, and/or operates, audio-visual equipment, laboratory equipment, and instructional 

devices. 
6. Assists teacher with classroom duties and routines. 
7. Checks notebooks, corrects papers, and supervises testing and make-up work. 
8. Assists in drill work. 
9. Assists in reading and storytelling. 

10. Assists small groups of students in the media center. 
11. Participates in in-service training programs. 
12. Provides periodic class coverage in absence of a classroom teacher. 
13. Ensures that all activities conform to school system guidelines. 
OTHER JOB DUTIES (Duties listed are not intended to be all inclusive nor to limit duties that 
might reasonably be assigned): 

Performs related work as required or assigned by the building principal or designee. 

KNOWLEDGES. ABILITIES AND SKILLS (These are pre-employment knowledges, abilities and 
skills that apply only to Essential Job Functions): 

Ability to— 
Understand and communicate with both verbal and written skills. 
Learn operation of office machines and audio-visual devices. 

TRAINING AND/OR EDUCATION: Graduation from high school or possession of a GED 
certificate. Aide 11 must have completed sixty (60) college credit hours. Aide III must have earned 
a four-year college degree. 

EXPERIENCE: Experience working with children p Weired. 

LICENSES OR CERTIFICATES: None. 



SPECIAL REOUIRF.VfFMT<;- None. 

textbooks, MMtrng' STJ| cSn^etUng ^'Z-vl^ Tlsks i"011"15 'novta» 

UNUSUAL DEMANDS- None. 

™Sp°bFl.cE"hloolIMFNT: Te"-raowh « established by policies of the C<J»ert 

as established by the CalvTn'couuty pSc'sdmolj''1' " ":cordance wi"1 ,lle Pol'c>' on evaluation 

Approved 
Da,, //Wf? 
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INSTRUCTIONAL ASSISTANT IN SPECIAL EDUCATION 

v. of Pnairinn 

Instructional Assistants supplement the services of professionally trained teachors/ and by so doing, 
enable the teachers to give more of their time and attention to the parts of the teaching-learning act 
that require professional knowledge and skills. Instructional Assistants are under the direct 
supervision of the teacher with whom they are assigned. 

EMMithl DnH— and ReaiionalbiliHM of PoaiKnn 

1. Reinforces instructions introduced by the teacher when working with individuals and small 
group*. 

2. Prepares educational materials as directed by (he teacher. This includes operating duplicating/ 
audio-visual, and other instructional equipment. 

3. Assists in supervising students in non instructional settings which may indude the hallways, 
playground, and bus arrival and departure areas. 

4. Assists pupils with personal hygiene. 
5. Provides custodial care to students whose disability prevents them from completing or even 

attempting activities of daily living. 
6. Assists and sometimes provides for the mobility of impaired students. This includes the 

physical lifting of students. 
7. Assists in implementation of behavior management programs that may include the physical 

movement and/or restraint of students. 
n... 8. Participates in the movement of students during crisis situations such as fire drills, civil 

defense drills, medical and behavioral emergencies, etc 
9. Performs general classroom housekeeping in accordance with county safety procedures. 

10. Participates in school and county workshops as diroeted. 
11. Assists the student in the operation of instruction^] technology adaptation equipment 
11 Maintains regular, on-time attendance. 

13. Reacts to change productively and performs oiher duties as assigned. 

frUnimmti Reouirements of the Position 

1. Has good interpersonal communication skills. 
2. Has graduated from high school or equivalent training, 

Tbt specific statements shorn in each section of this desert pi ion are not intended io he all inclusive. They represent 
ivnkal elements and criteria considered neceswnj to succettfullv tvrfomt the iob-  

RcmaiVs 

NONE 

v 
Approved; 

Assistant Superintendent/Director 
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CHAPTER I INSTRUCTIONAL ASSISTANT 

v Gtttgni Pnrpiffli nf pftnirtnn 

direct tup^rvidon of the teacher with whom they arc assigned Awiitanto are under the 

EMfnHil nnriw tnA nf 

1. R«nfcrce« tatrueHon, Induced the te.chc when W()rWng wlth todividuilb ^ 

' indude wng ^ ^ 

Plan, W,th indlvidu"s or -•" ■"«"<•«.• Prim.rty in .h. 
S, Reviews special assignments with students. 

s who 

8. Assists with unique, spedil needs of students. 

in sdl001 ^ county workshops as directed. 
J J* Maintains regular, on-time attendsnre. 

* chan8e Productively and perform other duties as assigned. 

Minimnm Reoultrm^nia of tur pnfiifirm 

1. Has a high school graduate or equivalent training. 
2. Has good Interpersonal communication skills. 
3. Has the ability to do essentisl duties of the position. 

Remarks 

MONE 

Approved;   

Assistant Superintendent/Director 
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INSTRUCTIONAL AIDE 

Qu*li-ications: 

1. DeWon8tartaS aptitude for and interest: in work to be 

2. Minimum of high school diploma (or equivalent) *ltH 
additional training durable. 3oard ^ find 

3. SUCft alternatives to -he aftova 
appropriate and aceoptahle. 

4. Three written and verified refarenc^ on file- 

Assists■ 

Teacher and Students 

Raports TO! 

principal and^or assigned teacher. 

Job Goal: 

To provide a wall organized, smoothly tlinctioning 
school environment in which student5 , fcak%^6 

3 

Of ths Instructional program and avai.able resour 
materials To provide another means of assisting the 

Basic Performance Responsihilities: 

1. Administers and records such achievement and diagnostic 
tests as cue teac&er recommends for individual 

2. AcsUts'teaehar with non-instructional duties such as 
snacfcs, toilet, clean-up, and clothing routmo® - 
(Emphasis - kindergarten and grade one lev«is,) 

3. works with individual students or small groups 
students to reinforce learning o£ materials or skills 
initially introduced by the teacher. 

4 Assists the teacher in devising special strategies for 
reinforcing material or skills based on an understand 
ing of individual students, their needs, interests, 
and abilities, ouide independent study, enrichment 
work, and remedial work set up and assigned by the 
teacher. , . . 

5. Maintain a high level of ethical behavior and con- 
fidentially. . _ 

6. Under supervision of classroom tcacher, prepare 
classroom activities- 

7. checks notebooks, corrects papers, and auparvio" 
testing and makeup work ao assigned by the teacber 

1 

ll* 
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and approved by the policias of cite building principal. 
8- Assists with such large group activities aa drill work, 

reading aloud, and story telling. 
9. Reads to students, listens to students read, and 

participates in other forms of oral communication with 
students. 

10- Alerts the teacher to any problem or special infor- 
mation about an individual student with special 
emphasis on a child in need of special attention. 

11. Participates in inservice training programs as 
assigned. 

12. Assists small groups of students in the library/media 
contor. 

13. Assists in maintaining bulletin boards and other class- 
room learning displays. 

14. Assists with the supervision of students during lunch 
periods, assemblies, play periods, and field crips. 

15. Assists teacher in duties relating to the supervision 
of playground, study hall, cafeteria, and bus loading 
area. 

16. Operate audovisual and multimedia equipment used in the 
classroom for instructional purposes. 

17. Assists in the care of all equipment, supplies, 
materials, etc. and assists in its accountability. 

18. Checks and records student attendance, collects and 
records collections of money, and distributes and 

■ collects workbooks, papers, and other materials for 
inatruetion. 
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POSITION; 

DUTIES: 

RESPONSIBILITIES: 

( 

Soeciai Education Aid® 

- »-h» wooeial education aid® -for 
The aulies and Be to orovitle 
a MKi-fic ew^oo.UT ^rtivitiK far the 

s;? r=9sr^rt- - 

jEF or as needed to implement the - • 

p^c™ thOBe clerical dutieS 

far the smootn running erf the
i^!s!he environment 

nonitur '^^^Ir^ducSion teacher ca.prth^siv- 
Develop with the p --ncnond to the student's IcP 
1 f«;son plans that ^^^^aisiSLice a= dieted 
Perform curriculum instruc.ional 
by the special education ^ booki, squipment, 
naintain an accurate ^"" 9^ ^ the students program 

^1:^,r=25Tn'«=r«».» -ith schc^ponci- under 

th. guidelines ^ -int^nin, 
8» directly responsible pr0grai«i develnoed -for one 
tha individual Pehavior managefn«nt. program 

   
To acccmoany student at behdviDr anO progress 

t
t
o

0 s 2=^- »y - ^ 
administration 

o 
o 

o 

o 

o 

o 

a 
o 
0 

rv 
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( 

POSlTIOKi 

availasle; 

OUALIFICATIOKS: 

DirriES: 

c 

Level TV Aide - Continuuia of Personal AdjustiBcats (CPA) 

Pending — Approval of funding of Special ^ducacion 
Discretionary Project, "Continuum of Personal 
Adjustment" (CPA) by MSDE 

High School Graduate 

•The duties and responsibilities of the special education 
aide for the emotionally handicapped will be to provide 
jjg5^s^ajice to teachcr and others who deliver instructional 
services to the emotionally handicapped students. 

•These duties and responsibilities are primarily instructional 
and clerical in nature. 

•The aide -will work under the direction of the special 
education teacher. 

•The aide will; 
1. Perfona those clerical dirties that are necessary 

for the smooth running of the classroota situation. 
Monitor student activities within the school environment. 
Develop with the special education teachcr comprehensive 
lesson plans that will correspond to the students' I.E.P. 
Pej-form curxicular instructional assistance as directed 
by the special education teacher. 
Assist In maintaining an accurate Inventory of all hooks, 
equipment, furniture and materials housed in the special 
education classroom situation. 
Make decisions in accordance with school and prograa 
policies. 

1. 
3. 

4. 

5. 

6, 

.r\ 



09-13-1996 03:55PM FROM GP1RRE1T CO TEfiCHERS ASSUC TU tlblH dHLI r. UD 

POSITION: 

QUALIFICATIONS: 

RESPONSIBILITIES: 

Vocational Student Support Team Assistant 

- High School Diploma (minimum requirement) 
- Keyboard ability 
- Computer experience (preferred) 
- Ability to work with classroom teachers 
- Ability to organize, file- and record 

information . . J ... 
- Ability to work with students individually 

or in a small group. 

- Assist the teacher during the lesson by 
helping pupils who may b© having dirficulty 
in understanding. 

- Assist the teacher by working with 
individuals or small groups of pupils on 
follow-up activities specified by the 
teacher. , 

- Assist the teacher by administering^under 
supervision and direction, remedial or 
drill activities. 

- Help instructor plan individualized 
curriculum for individual students. 
Help students that have problems reading 
vocational materials and/or math 
difficulties. 

- Work individual 1 y with students in. learning 
safety rules and regulations. 

- Assist in fulfilling ARD stipulations m 
IE?. 

- other duties as assigned. 
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POSITION: Extended Elementary EducatioD Progrsni (£3EP) 
Instructional Assistant 

ooKincmo®: - iu^ MTOIlicatiOT =mu 

- Ability to relate well to co-workers and students 

UUTIES: Plans vith the classroom teacher to better meet the 
needs of. students. 

. Prepares and assembles instructional materials. 
. Reinforces, enhances, and extends concepts, skills, and 

f strategies taught by the classroom teacher# , 

Assists in maintaining an educational environment conductive 
to learning, 

. Assists in recordkeeping. 
Performs other duties as assigned. 

I 



09' -13-1996 03:56PM FROM GftRRETT CO TERCHERS ASSOC TU MSTA dHLT P.06 

POSITION: 

qualifications; 

RESPOWSIBILITISS: 

Media Assistianc 

_ High, Sciiool Diploma (miainiuitt reqioiz-enieiit) 
- Typiiig ability 
- computer esperience (preferred) 
- Basic understanding of tile operation o^. a 

media canter , ., , 
- Ability to work with, young childrsa, 

tcachers, parents and members or the 
eommunity . j„r. 

- Ability to organise/ fxle, arrange, oraer1, 
and to supervise groups of students. 

- Maintain files and records associated with, 
an elementary media center _ _ ^ ^ 

- Coordinate, promote and maintain records 
foe the Accelerated Reader program 

- order and receive book.s selected for 
purchase by the principal 

- assist students and teachers in the use or 
the media center and its related 
technoi ogies 

- Assist students with lessons on computers  
- Creato and maintain an attractive, inviting 

and pleasant atmosphere for learning 
- Responsible for care and condition of 

resources (including hooks, equipment and 
computers 

- Perform other duties as assigned- 

C. 

1 
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POSITIOM: Media/lastrucfcioual Assistant 

OUALIFICATIONS: - Hi^h School Diploma (miaiinuni requirement) 
- Typing ability (desired) 
- Computer experience (preferred) 
- Ability to work with youug childroa, 

teachers, parents and members of the 
commaaity 

- Some mechanical ability 
- Ability to organize, file, arrange, order, 

and to supervise groups of students. 

RESPONSIBILITIES: - Half-time spent working in media center 
- Maintains files and records associated with 

small elementary library 
- Orders and receives books selected for 

purchase by the principal 
• Assists students and teachers with use o£ 

library 
- Responsible for care and condition of the 

media center (including books, equipment 
and computers) 

- Assists students with lessons on computers 
- Half-time spent working as a classroom 

assistant 
- Reinforce/extend/accelerate student 

learning as directed by the teacher 
- Other duties as assigned. 
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GARBBTT COUNTY BOARD OF EDUCATION 
Oakland, Maryland 21550 

WORK YEAR 

j^anlnlfltxatlga Pro.eedura 

1, The work year of all cartificated and non-cartlflcafecK* staff 
is given in the aperational calendar promuiffatod annually Uea 

2. Th« work y®ar for all ten and ona-half month and 8l®v«n month 
staff begins August Ist of each year and ends Juna 30th of the 
next year. 

3. During this period o£ time, all ton and oni-half ahd 
month staff must work the teacher duty y«ar plus the 
additional days needed to Me«t the required number of duty 
days listed for those staff in the operational calendar (see 

4. All ten and one-half month and eleven month staff wi-1 report 
thes^ additional days worked to his/her immediat« supervisor 
and/or the individual who is responsible for the payroll 
report which is sent to the finance office at tha Garrett 
County Board of Education. 

5. The immediate supervisor and/or the individual responsible tor 
the payroll report will recdrd the ten and ohe-half month and 
eleven month staff's names and the additional days worked for 
the particular pay period on a separate aheet. 

6. The sheets of additional time worked by tha ten and ona-half 
month and eleven month staff will be kept on fila at the work 
site to verify tha number of additional duty days worked by 
each staff member. At the end of the work year a copy of this 
documentation ie to be forwarded to the Personnel Of floe. 

7. Each ten and one-half month and eleven month staff member 
should keep a personal record of the dates and days worked in 
addition to the teacher duty days worked; so that he/she knows 
that he/aha has worked the correct number of additional duty 
daya required for his/her work year. 

Page 1 o£ 3 
Certificated and Other Professional Personnel 533.110 ttMt. 
Supporting Services Personnel 615.2 
Adopted 08/09/73 
Revised 08/13/81, 10/18/83, 09/16/85, 08/11/88, 04/05/94 

page 2). 

page 2). 
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HARFORD COUNTY PUBLIC SCHOOLS 

TITLE: 

REPORTS TO: 

POSITION SUMMARY: 

Job Description 

Instructional Assistant - County 

Designated Teacher or Administrator 

To assist teachers In the Instructtional program and 
activities 

ESSENTIAL FUNCTIONS: 

1. Provides instructional follow-up or reinforcement acttivities 

2. Reinforces concepts with individual or small groups oof students 

3. Assists teachers in the preparation of instructional materials 

4; Reviews special assignments with students 

5. Gives Individual help to ne« students and students tnh.t have been absent 

6. Assists with unique, special needs of students 

7. Assists teachers with testing programs 

d. 8. Assists teachers with field trips and assemblies 

9. Assists teachers with clerical needs related to insttruction 

10. Participates in staff development 

11. Assists in schoolwide duties, i.e., class coverage,, bus duty and office 
work 

12. Assists with contacting parents 

13. Assists in the computer lab 

OTHER RESPONSIBILITIES 

Performing other work related duties as assigned 

EDUCATION, EXPERIENCE AND SKILLS REQUIRED: 

Minimum Requirement - High School Diploma or GED 

Strong verbal, written and Interpersonal skills 

Child oriented experiences desirable 

Approved 

TOTPL P.02 

z/ 
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THE HOWARD COUNTY PUB UC SCHOOL SYSTEM 
10910 Route 108 

Ellicott City, Maryland 21043-6198 

(301) 992-0500 

JOB TITLE: Pupil Personnel Worker Assistant 

DEFINITION 

This Is pupil personnel work at the non-professional .level. An employee 
in this class, with direct supervision fro® a certified pupil personnel 
worker or school psychologist, works with Individual and siaall groups 
of pupils and/or parents, provides transportation services, and performs 
clerical work as assigned. Performance is evaluated periodically. 

EXAMPLES OF WORK (Examples are illustrative only) 

Under direct supervision of a certified pupil personnel worker or a school 
psychologist, works with individual and small groups or pupils and/or parents; 
assist pupil personnel.workers and/or psychologists In preparing Workshop 
materials; provides follow-up coordination with outside agencies concerning 
referrals made by pupil personnel workers and psychologists; transport stu- 
der.rs for clinic and evaluation appointments; transports parents for school 
related conferences and IEP meetings; makes follow-up telephone calls on 
attendance referrals; assists pupil personnel workers In providing follow-up 
on truancy cases; assists in taking notes and minutes at professional staff 
meetings; under the direction of pupil personnel workers and psychologists 
sets up meetings with parents and students; assists in obtaining and operating 
audio-visual equipment when needed by pupil personnel workers and psychologists; 
and performs other duties as assigned. 

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES 

Ability to competently communicate in both the oral and written form with 
pupils, parents and staff; to remain emotionally stable under trying circum- 
sts=ces; to follow the directions of the pupil personnel workers and school 
psychologists; to provide follow-up with teachers, parents, and students, 
regarding contracts arranged by pupil personnel workers and achool psycholo- 
gist; to provide follow-up contacts with students on an Individual basis under, 
the direction of pupil personnel workers; and to assist pupil personnel workers 
and school psychologists in working with small groups of students; to operate 
basic audio-visual equipment. Must have and be able to operate an automobile 
on the job. Must be willing to attend appropriate staff development programs 
and planning sessions. 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE 

High School diploma or equivalent. Drivers license. Three years of driving 
experience. Good driving record. 

REQUIRED LICENSES AND CERTIFICATES 

Maryland Drivers License 

ADDITIONAL DESIRABLE QUALIFICATIONS 

Must be adaptable in working with pupils, parents and school staff. 

Title change eff. 7/1/89 2 2-^ ^ 
ffeunng Impaired Sumber: 

HJf) 'I I ) W2-IV41 



Instructional Assistant 

Page -2- 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE 

High School diploma or equivalent 

required licenses and certificates 

None 

additional desirable qualifications 

a9e.?rOUP assi9ned " in working with pupils and teachers- to t0 be adaPtable 

ments as made and to carry them out'to completion? t0 aCCept assign 

DEC 1978 

Title change effective 7/1/89. 



THE HOWARD COUNTY PUBLIC SCHOOL SYSTEM 

10910 Route 108 

Ellicott City, Maryland 21043-6198 

(301) 992-0500 

JOB TITLE: Special Education Assistant 

DEFIHITIOH 

This is tcschcr assistance work at ths non-profcssionsl Irral. An 
caployss in chit class, with direct supervision froa a certified 
teacher, works with individuals and small groups of pupils and perfoxms 
clerical work as assigned. Performance is evaluated periodically. 

EXAMPLES OF WORK (Exaaples are illustrative only) 

Under direct supervision of a certified teacher, works with individuals 
and small groups of pupils; prepares instructional materials; administers 
and scores tests; plans student programs; prepares learning centers and 
bulletin boards; supervises physical activity; escorts students snd 
monitors them during non-classroom hours; may be required to carry or-lift 
non-ambulatory students; attends screening committee meetings; performs 
clerical duties to include initiating and maintaining files and records, 
typing, maintaining a level of supply, taking inventory, collecting break- 
fast and lunch money, taking notes and minutes, setting up parent-teacher 
appointments, reproducing material; operates various types of office 
machines and audio-visual equipment and performs other duties as assigned. 

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES 

Ability to competently coonunicste in both the ots! and written form with 
pupils, parents and stsff; to remain emotionally stable under trying 
circumstances; to follow the directions of the teacher which may include 
the reinforcing of instruction presented by the teacher; to provide extra 
and personal attention to students on an individual basis; to work with 
small groups of pupils so ss to free the assigned teacher to perform other 
duties; to discuss problems sffecting pupils' progress with the ssslgned 
tescher and, if so directed, with a specialist; to perform clerical work. 
Must be willing to attend pre- and in-service training sessions. 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE 

High School diploma or equivalent. 

Hearing Impaired Number: 
TDD/TTY 992-4942 



THE HOWARD COUNTY FUBUL SCHOOL SXbiEM 

10910 Route 108 

Ellicott City, Maryland 21043 

(301) 992-0500 

JOB TITLE; Health Assistant 

DEFINITION 

The person in this position functions as a member of the Health Services 
team, working independently and with good judgement, under the 
indirect supervision of the Health Services Coordinator/Health 
Services Specialists, with general . on site supervision provided 
by a school based administrator. The Health Assistant supplements 
and extends the role of the Health Services Coordinator and Health 
Services Specialists by providing a continuity of health care 
services m a specific school. 

EXAMPLES OF WORK 

Crrr^?S OUC health services procedures established by the Department of Education. Provides bas-ic emergency health care on a daily 
basis to students, staff, and volunteers in the school using 
discretion and good judgement. Keeps accurate confidential records 
on all students. Observes for student health, psychosocial, and 
other needs and meets reqularly with Health Services Coordinator/ 
Specialists to discuss observations. Has daily contact with parents, 
staff, and/or community professionals to initiate referrals, obtain 
cooperation and/or consent for action, and provides appropriate 
follow-up action. 

Administers medications and/or supervises the student in self 
administration of medications. Participates in conferences regarding 
student needs. May independently initiate and participate in health 
information activities such as bulletin boards, classroom talks, 
PTA and faculty information sessions in the assigned schools. 
Maintains adequate supplies and an orderly health room. Works 
on screening programs such as hearing, vision, and scoliosis, 
providing coordination and follow-up. Maintains a safe and healthy 
school environment through observation and reporting of safety 
or environmental problems. Performs other duties as assigned. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

Skill in cardio-pulmonary resuscitation and basic first aid. Ability 

rh!OPera
J
Cirely Wit.h OCherS* Abilicy c° work independently 

* guidelines of policy and procedure using discretion 
an goo ju gement. Ability to accept supervisory direction. Ability 
to communicate competently with tact and listen effectively. Ability 
to stay calm under adverse circumstances and to calm others under 
s cres s • 

v 

TTY 992-4942 



THE HOWARD COUNTY PUBLIC SCHOOL SYSTEM 
10910 Route 108 

Ellicott City, Maryland 21043-6198 

(301) 992-0500 

JOB TITLE: Media Assistant 

DEFINITION 

This is clerical work in a library media center. An employee in this 
class, with general supervision from a library media specialist, 
performs duties as assigned. Performance is reviewed periodically. 

EXAMPLES OF WORK (Examples are illustrative only) 

Types letters, memos, reports, requisition/purchase orders, direct 
payments; duplicates/collates; distributes mail, supplies information; 
assists with collection inventory; orders supplies; files; checks 
in and circulates newspapers/periodicals; composes letters; researches; 
operates various office machines and instructional audiovisual 
equipment; may be required to answer telephone, take messages and 
answer inquiries within assigned scope of responsibility; assists 
students and staff with the circulation of library media materials; 
packs and unpacks cartons; helps with preparation of bulletin boards 
and learning centers; maintains instructional equipment; assists with 
instructional lessons/activities; performs other duties as assigned. 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 

Working knowledge of the English language sufficient to understand 
invoices, catalog cards, and similar material; of common office 
procedures; of various types of office equipment; of methods of filing. 
Ability to file alpha-numerically, to prepare and maintain records, 
to compose letters, to type with moderate speed. Ability to communicate 
orally with fellow workers, administrators, and students; to understand 
directions and carry them out. 

MINIMUM EDUCATION, TRAINING, AND EDUCATION 

High school diploma or G.E.D. 

REQUIRED LICENSES OR CERTIFICATES 

None. 

ADDITIONAL DESIRABLE QUALIFICATIONS 

Interest in working with media materials; willingness to learn new 
tasks and new techniques; to be resourceful and flexible; to like 
children. 

Nov 86 

Title change effective 7/1/89. . . . ., . 
Hearing Impairtd Number: 

TDD/TTY 992-4942 
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KENT COUNTY PUBLIC SCHOOLS 
Chestertown, Maryland 

Locaigr 3-11- 

TITLE: 
Instructional Asslstaant 

^r7Ai TTTTrATlONS- Such quaUfications as thhe Board of QUALIFICATIONS. Education may find apppropnate 

and acceptable. 

REPORTS TOs School principal. ttoohwrW 

SUPERVISES: N/A 

r^orriAT. To assist the teacher inn achieving JOB GOAL. instnictional objectivess by working with 

individual students or small groups to 

help them acquire skillU levels 
commensurate with thheir abilities. 

PERFORMANCE RESPONSIBILITIES: 

, ^ -5- add—. 
develops and follows a daily sc e u e. . . j reinforcing 

3, Assists the °< 

wptnc students master instrucuonal materials cor mc 

equipment assigned by ^ other materials 
Distributes and collects workbooks, papers, aina o 

for instruction. . , wort remedial work 
Guides independent study, ennchment woric, ana 

as assigned by the teacher. . duriing assembUes, play 
Assists with the supervision of studen s aumng 
periods, field trips and emergency .dnlls'; .. u reading 

Assists with large group activittcs mclutog dnll "orR, 
aloud, and story telling. Darticlpates in other 
Reads to students, listens to them read, and parucipa 
forms of oral and written communicatton with them. 

4. 

6. 

7. 

8. 

9. 

10. 

o?£ 
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11. Assists in the administration, scoring and recording of diagnostic 

and achievement tests for individual students as instructed 

by the teacher. 

12. Checks notebooks, corrects papers, and make-up work as 

assigned by the teacher. 
13 Assists students in me classroom, media center, computer lab or 

other instructional areas. 
14. Alerts the teacher to any problem or special information about 

an individual student. 
15. Supervises/assists with snack, lunch, cleanup and bus duties. 
16. Serves as a source of information and help to any substitute 

teacher assigned in the absence of the regular teacher. 
17. Maintains the same high level of ethical behavior and 

confidentially of information about students as is expected of 
certified teachers. 

18. Under the direction of teachers or administrators, develops and 

utilizes instructional materials, displays and bulletin boards. 
19. When directed, performs physical demands such as moving 

instructional materials or assisting students with physical 
disabilities. 

20. Participates in inservice training programs as assigned. 
21. Performs other tasks and assumes other responsibilities as 

assigned. 

TERMS OF EMPLOYMENT: 

EVALUATION; 

APPROVED BY: 

190 day duty year. Salary and 
work year to be established by 
the Board of Education in an 

annual contract. 

Performance of this position will 
be evaluated in accordance with 

provisions of the Board's policy 
on Guide to the Evaluation of an 

Instructional Assistant. 

DATE 

REVIEWED AND AGREED TO BY;  

(Incumbent) 

DATE 

7/95 



MONTGOMERY COUNTY PUBLIC SCHCCLUa 
CLASS DESCRIPTION 

. , CODE 6550 

OFFICIAL TITLE: Instructional Assistant (Special Education) 
GRADE 11 

VORWNG TITLE: 

SUMMARY DESCRIPTION OF classroom teacher and others by performing a variety of tasks 
LJnder general supervision, provides assistance to ^c^ucatioQ stu(icnt5 and operation of the classroom or other 
relating to the physical and instructional necdsofspecn bvolves working with students with disabilities^ 
curriculum oriented learning environment The work of ^ ^hoois or special classrooms and 
The special education instructional assistant * ^ composed of students with physical sensory, 
elsewhere when the student population served* or with individual students, assm 
emotional, or .camiog ^ 
students with basic care when necessary, reiuca^ 
enforce controls when necessary. 

Duties of these positions are primarily instructional ^ duties 
nf time (more than 50% of assigned work hours) perform ^ ^ dduties and responsibOities may involve 

directly to students in the classroom or learning enviro ^ such work. coomprises a clear minQlia of lhe 

work which is clerical and noninstructional ^ ^ ^ooi principal/coordinator assures the 

^tTS specifications and assiststs .th the superv^ion. 

MINIMUM QUAURCATION STANDARDDS 

KNOWLEDGE ABIUTIES, AND SKILLS: • ters requuire a basic understanding of physical 
SfSgned to special schools, s^Soa iToorder to provide effective instructing 
motional and learning debilities and the QeW p developnment with specific appbcation to the 

- rrwi^Lf-^^ wvor^ of ^sp ' 
ccnpu»r operation and ^ 

Considerable patience and demonstratnd abdityto tolnKland stSdeM and maMging Motional mental and other learning and cogmtivedisabihties.^Uity to instructional assistance to 

StSr. Ability to «ork "l^^^^Sidona resale for cafetena 

leathers and othcra. Ability to »ork mdependcnUy .odnr ^^ n,f^a Sldll m oral and 
noeration and instruction at supplementary centers^ must uj f 
S «mmnmnadona, and «cnll=nt human relaaona sfalla. 

FDUGATION, TRAINING, AND EXPERIENCE . , . 11 ^ hours which are directly applicable 
Completion of 30 semester hours of coUege course wo* ctllidren in structured situations. Other 

to the assignment involved, and at least one year ^^X^jer^ence which proovide the knowledge, abilities, and skills 

—^ -— 

CEHTinCATE AND UCENSE REQUIREMENTS: Nono 

PHYSICAL DEMANDS: (Spndal requirements ^ inSte relocatingcf 

^ Crisis intervention may require 
participating in physical restraints. 

SPEOAL REQUIREMENTS: (Frequent overtime or night work requtrecd, etc.) None 

PAID OVERTIME Yes 
(continued) 

This description may be changed at any timae. 

2Jo 
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TITLE InstmctionaJ Assistant (Special Education) 

C JOE; 6550 

EXAMPLES OF DUTIES AND RESPONSJBIUnES: 
Assists individual and small groups of children in various subject areas and motor activities, e.g^ reading, tel. 
stories, spelling, games, art, mathematics, computers, and physical activities. Monitors students engaged in 
independent work or similar activities while the teacher is otherwise occupied. Provides special help to student! 
with short attention spans through interest activities. Assists students with disabilities in woodworking, arts and 
crafts, domestic activities, etc. Alerts teacher to individual student needs and suggests programming, and prepares 
individual student activity plans under direction of teacher as required. Works with individual and small groups of 
children in need of additional assistance. 

Reviews and reinforces classroom lessons and learning experiences with students. Assists in formulating and 
conducting classroom activities. Provides information to assist the teacher in evaluation of the learning process, 
behavior management programs, individual student needs and progress and recommends appropriate action. 
Engages in daily and long-term planning of activities with teachers. Keeps teacher informed of student progress and 
learning needs. Works with students in a counseling role. May assist in teaching classes of basic skills in job training 
programs. Continues planned instructional activities during teacher's temporary absence from the classroom. 
Provides mainstream support for special education students, as needed. Encourages students' appropriate classroom 
behaviors and participates in crisis intervention when necessary. 

Assists teacher in carrying out classroom activities. Prepares slides, charts and other instructional materials requiring 
knowledge of the instructional subject matter. Sets up and operates audiovisual equipment. Assists in administering 
tests and examinations. Scores tests requiring subject matter knowledge. Helps maintain order and discipline and 
assists in managing the behavior of students, including crisis intervention. Helps students locate materials. Assists 
in the direction of games, group singing, physical exercises and similar activities. 

• 
Provides specialized instruction to students where knowledge of a field, such as mathematics or computer- 

required- Corrects tests which may require knowledge of a specialized field and advises students of incorrect si 
and procedures. Under general direction, operates labs, administers appropriate tests, instructs students in 
operation of terminals, provides instructional assistance, and recommends actions to be tairen to help individual 
students. 

Assignments at supplementary centers may require instructing students in the preparation and serving of food and 
related activities and operating the raff tf ria 

Supervises students between classrooms, during lunch period and recess, and during playground activities. Eats 
lunch with students, and provides physical and instructional assistance as needed. Instructs with physical, 
emotional or learning disabilities in proper toilet training and assists in bathroom needs. Provides assistance to 01 
students and those with physical disabilities. Assists in the supervision of students while being transported on buses 
in the loading and unloading of buses. Assists with eating/feeding as nrrdrd, 

■ 
May perform clerical and noninstructional duties such as keeping daily attendance counts, distribution of lunch 
tickets and collection of money, recording of grades, distribution of books and supplies, maintenance of files and 
records, typing reports and routine correspondence, and reproduction of instructional materials. However, such 
duties comprise a clear minority of the work hours. May drive a van to transport students. 

Performs related work as requirecL 

Class Established: 10/83 

Date(s) Revised: 6/88, 11/89, 7/92, 7/93 < 

Note: A general guide to daa deicription, winch fodndn iirfinftirmm of standard terms used, a considered 
an integral part of tfaa description and a available from the Department of Fenanad Services. 



MONTGOMERY COUNTY PUBLIC SCHOOLS 
CLASS DESCRIFnON 

^ ^ CODE 6600 
OFFICIAL TTTLE Instructional Assistant GRADE 10 

WORKING TITLE; 

SUMMAHY DracaPTlON t£achcrs and othcn by pcrtonnmg a variety of mb 
Under general supervision, provides assistance to ciass ration of ^ classroom or other curriculum 
relating to the phpica! and -m£^al°^°f °rduS« and re.ponsibilidea that are printanly 
oriented learmng envnonment. The reimiarly spend the majority ol tims (more than 50% 
instructional in nature, and positions assigned to these JV ^ aional assistance directly to students in 
of assigned work hours) in the performance of cnrn^um^nent.rf Wrt which is clerical 
L classroom or learning ermronment. Some asstgned dunes and 'TOrk hoUrs. Continuing 

teMhersupervision^s asenda^n^^uired.S^e^ch«)l^irinci^iycoordin«^a^ure3 the assignment of work which 

is consistent with the class specifications and assists with the supervision. 

MINIMUM QUALIFICATION STANDARDS 

S^tro^hefc^ vary in terms of ^"^X-c^ge « 

~enT^ ToStandards are stated in terms of apphcahiiity to 

different assignments within the classes. 

Some knowledge of the field of child llev^P"cnt^h suhjea mMtw^d1 JtruStonal proccss 

r^0ef g^o!r^ ^gnmenlS rn frafaod wntin commumcauoo. aod good humau 
relations skills. 

Considerable padencc and ahDity to instrua and 

r^anager test is required- 

EDUCATION, TRAINING, AND EXPERIENCE . . d. t least houn which are directly applicable 
Completion of 30 semester hours of coUege course wrk^c * children in structured situations. Other 
to the'assignment involved, and at le^ ^ abiUties, and skills 

combinations of applicable education, training, and expenence whK* provi 
necessary to perform successfully in the position may be considered. 

CERTIFICATE AND LICENSE REQUIREMENTS: 
None 

and to assist in the feeding of students. 

SPECIAL REQUIREMENTS: (Frequent o««ime °' instruction of students in computer 
some positions require ability to perfonn light typing and ability to assist m me 
drills and usage. 

. -ftus description may be changed at any time. (contin ) 

an 



TTTLE InstructionaJ Assistant 
-2- 

CODE 6600 

PAID OVEHTIME Yc» 

EXAMPLES OF DUTIES AND RESPONSJBlLmES: 
Assists individual «tiall groups of children in various subject areas and motor activities, e.g^ reading, teilin; 
stories, filing, yifTKK, art, mathematics, and physical activities. Monitors students engaged in independent work 
or similar activides while the teacher is otherwise occupied. Provides special help to students with short attention 
spans through interest activities. Alerts teacher to individual student needs and suggests programming, and prepare 
individual student activity plans under direction of teacher as required. Works with individual and small groups oi 
children in need of additional assistance. 

Reviews and reinforces classroom lessons and learning experiences with students. Assists in formulating and 
conducting classroom activities. Provides information to assist the teacher in evaluation of the learning process, 
behavior management programs, individual student needs and progress and recommends appropriate action. 
Engages in daily and longer term planning of activities with teachers. Keeps teacher informed of student progress 
and learning needs. Works with students in a counseling role; may assist in teaching classes of basic skills in job 
training programs. 

O-mtinm-i planned instructional activities during teacher's temporary absence from the classroom. 

Assists Tgach<T in carrying out classroom activities. Prepares slides, charts and other instructional materials requiring 
knowledge of the instructional subject matter. Sets up and operates audiovisual equipment. Assists in administerinj 
tests and examinations. Scores tests requiring subject matter knowledge. Helps maintain order and discipline and 
assists in managing the behavior of students; including crisis intervendon. Helps students locate materials. Assist: 
in the direction of games, group singing, physical exercises and similar activities. 

As instructed, directs and instructs English as a second language (ESOL) students. Prepares plans for individual 
and small group instruction. Assists students in remediation- Assists and directs students in the ESOL lab. 
Monitors student progress. 

Administers Fnglish proficiency test to students to determine placement in ESOL programs. Follows test procedure 
and records student answers, scores tests and interprets results. 

Supervises students between classrooms, during lunch period and recess, and during playground activities; eats lunct 
with students, and provides physical and instructional assistance as needed. Assists in the supervision of student: 
while being transported on buses in the loading and unloading of buses. 

May perform and noninstructional duties such as keeping daily attendance counts, distribution of lunci 
tickets and collection of money, recording of grades, distribution of books and supplies, maintenance of files and 
records, typing reports and routine correspondence, and reproduction of instructional materials; however, such dutia 
comprise a ^ minority of the work hours. Computer lab assistants will have responsibility for ensuring prope 
maintenance and care of computer lab equipment. 

Perfbrnii related work as required. 

Oa»i Established: 10/83 

Date(s) Revised: 6/88,11/89, 7/92, 7/93 

Note: A general guide to das descriptions, which incforirs drfrnftinns of standard terms used, a considered 
an integral put of description awd is available from the Office of Personnel Services. 



MONTGOMERY COUNTY PUBLIC SCHOOLS 
CLASS DESCRIPTION 

-RQAL TTTLE; Instructional Assistant (Head Start) GRADE:6 lO^ 

WORKING TTTLE: 

NUMMARY DESCRIPTION OF CLASSinCATION: 
Under general supervision, performs instructional assistance work in the Head Start Program. 

Wnrlr nf the class involves orovidine assistance to classroom teachers and others by performing a vanety of tasks 
to thJTh^l a jr^nona! needs of Head Stan students and operation of the ctoroom or other 

curriculum oriented learning environment Workers perform instructional assistance duties for children in the Head 
Start program that are identical in character and purpose as instructional assistants in elementary schools. Peno^ 
appointed as Head Start Instructional Assistant must, however, be parents or legal guardians of children m .he H 
Start program. 

MINIMUM QUAUFICATION STANDARDS 

KNOWLEDGE, ABIUnES, AND SKILLS: 

related to the general or specialized area of assignment. 
Skill in oral and written communications, and good human relations skills. 

^pomihle for raffftp.ria ooer^Hnn and mstnirnon at supplfmentanr centf^ success^il co p— 
manager test is required. 

^iTS^ap^bl^Uot S ^"en^ which 

in the position may be considered. 

CERTIFICATE AND LICENSE REQUIREMENTS: 
None 

of students. 

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.) 
None 

PAID OVERTIME 
Yes 

This description may be changed at any time. ( 

2^ 



TTTLE; Instructional Assistant (Head Start) 

-2- 
CODE; 6700 

EXAMPLES OF DUTIES AND RESPONSIBiUTIES: ( 
Assists individual and small groups of children in various subject areas and motor activities, e.g., reading, telhug 
stories, spelling, games, art, mathematics, and physical activities; monitors students engaged in independent work 
or similar activities while the teacher is otherwise occupied; provides special help to students with short attention 
spans through interest activities; alerts teacher to individual student needs and suggests programming, and prepares 
individual student activity plans under direction of teacher as required; works with individual and small groups of 
children in need of additional assistance. 

Reviews and reinforces classroom lessons and learning experiences with students; assists in formulating and 
conducting ciassjoom activities; provides information to assist the teacher in evaluation of the learning process, 
behavior management programs, individual student needs and progress and recommends appropriate action; engages 
in daily and longer term planning of activities with teachers; keeps teacher informed of student progress and learning 
needs; works with students in a counseling role; may assist in teaching classes of basic skills in job training programs. 

Continues planned instructional activities during teacher's temporary absence from the classroom. 

Assists teacher in carrying out classroom activities; prepares slides, charts and other instructional materials requiring 
knowledge of the instructional subject matter; sets up and operates audiovisual equipment; assists in administering 
tests and examinations; scores tests requiring subject matter knowledge; helps maintain order and discipline and 
assists in managing the behavior of students; including crisis intervention; helps students locate materials; assists in 
the direction of games, group singing, physical exercises and similar activities. 

Supervises students between classrooms, during lunch period and recess, and during playground activities; eats lunct 
with students, and provides physical and instructional assistance as needed; assists in the supervision of student; 
while being transported on buses in the loading and unloading of buses. ( 

May perform clerical and noninstructional duties such as keeping daily attendance counts, distribution of lunct 
tickets and collection of money, recording of grades, distribution of books and supplies, maintenance of files anc 
records, typing reports and routine correspondence, and reproduction of instructional materials; however, such dutiej 
comprise a clear minority of the work hours. Computer lab assistants will have responsibility for ensuring prope 
maintenance and care of computer lab equipment 

Performs related work as required. 

Class Established: 10/83 

Date(s) Revised: 6/88, 11/89, 7/92 

Note: A general guide 
an integral part 

( 

to description, which inrliir*'** definitions of standard tm nis used, is ooofifWed 
of this description and is available from the Department of Personnel Services. 



MONTGOMERY COUNTY PUBLIC SCHOOLS 
CLASS DESCRIPTION 

i a . + + , ,nnTr. CODE: 6750 
OFFICIAL TITLE; Instructional Assistant (JRU ro) GRADE 13 

WORKING TTTUE: 

Course (JROTC). 

-Hie work of the class involves PrcMn^^ pta^i^Sonal m^teria^aS aids 

foncw materials c.osely and lead smde^in JROTC actmries such as dnU 

and exercise. By military regulation, workers are retired noncommissioned officers. 

MINIMUM QUALIFICATION STANDARDS 

EDUCATION, TRAINING, AND EXPERIENCE .nn.onriate militarv authority. Other combinations 

^ —t0 

perform effectively in the position may be considered. 

CERTIFICATE AND LICENSE REQUIREMENTS; 
None 

PHYSICAL DEMANDS: (Special requirements such as moving heavy objects and frequent climbing.) 
Ability to direct JROTC students in military drills and other prescribed physical activities. 

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.) 
None 

PAID OVERTIME 
Yes 

/ 

This description may be changed at any time. 
(continued) 



TITLE; Instructional Assistant (JROTC) 
-2- 

CODE: 6750 

EXAMPLES OFtJ'JTlES AND RESPO^SIBIUTIES: 
Presents courses in the history, purpose and structure of the military services; ethical values and principles of good 
citizenship; leadership; physical fitnesi- and military drills and formations. 

.Leadsstudents in drills and exercises; accompanies students on summer camps and field trips. 

Participates and leads students in drill ceremonies. 

Counsels students on aspects of military service. 

Maintains instrucdonal materials and files. 

Performs general ofEce clerical work- 

Performs, related work as required. 

( 

Class Established: 7/92 

Date(s) Revised: 12/93 

Note: A general guide to description, which H^nfrirm* of standard used, is considered axt 
integral part of this description and is available from the OfEce of Personnel Services. 



MONTGOMERY COUNTY PUBLIC SCHOOLS 
CLASS DESCRIPTION 

, . CODE 6860 

OFFICIAL TITLE Instructional Assistant (Computer Lab) GRADE 11 

WORKING TTTLE 

SUMMARY DESCRIPTION OF CLASSIflCATON: oxntmt, computer labs m schools. 
Under general supervision, performs instmctional support work in operating co p 

The work of the class involves maintaining computer ^^^^^on^nd prepared learning plans to 
desktop computers, software and related equipmen d ^ ^ problems, and maintain the equipment, 
instruct students in the operation of the d!fy,ces' f . l b ^ ^ provide basic computer Uteracy to students, 

referring technical problems to techniaans for service. 

MINIMUM QUAURCATION STANDARDS 

KNOWLEDGE ABILTTIES, AND SKILLS: software including wordprocessing. database and 

W0^ TcTp^pUcd u. leaning computer operaoon. Some 

^ ^dureS ^ ^ 0£ C0m,n00 ^ °,U1P 

Ability to work with students effectively as aa ™^or- t° ^P' 
correct them. Ability to explain the Qperation of d^aop P ipmenL Ability to perform general office 
and perform minor maintenance to computers, pnnten, and otner eq F 
clerical work. 

EDUCATION, TRAINING, AND EXPERIENCE cnmoletion of coUege courses in early childhood 

Completion of high school, preferably supplementedby ^ ^rdproceessing, database and spreadsheet 
development, experience in working with ^ of apptoble education, training and 
software, and experience as an mstmcuon^ assu^nt. perform effectively in the position may be 
experience which provide the knowledge, abilities and skills necessary io p 
considered. 

CERTIFICATE AND LICENSE REQUIREMENTS: 

PHYSICAL DEMANDS: (Special requirements such as ^miUsrs^nd^aS^p^nt- ^Oity to mc^e 
Ability to set up, adjust and perform mmor m^tenance^n J ^ input/output equipment^ 
computer hardware and supplies weighing up to 50 Ibi ty pc^ wheclchairs and related equipment and 
considerable periods of time. Some positions require the ability to move 

to in the relocation of students. 

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.) 
None 

PAID OVERTIME 
Yes ' 

' . (continued) 
This description may be changed at any time. 

30 



TITLE: InstructionaJ Assistant (Computer Lab) 

-2- 
CODE 6860 

EXAMPLES OF DUTIES AND RESPONSIBILTTIES: 
Instructs students and staff in the operation of desktop computers, software, printers, disk drives, floppy dis 
monitors and other assoriatrd devices. 

Responds to students' questions and requests for assistance; monitors and controls student activities in the iab. 

TnstalU software on computers; runs setup and diagnostic programs; modifies installations as appropriate. 

Demonstrates use of software including spreadsheet, desktop publishing, music theory, mathematics. 

Qicrln and repairs cables, connectors, and other equipment and attachments; refers technical problems for servu 

Maintains inventory of materials used in the iab. 

Schedules use of the lab. 

Performs general office clerical work. 

Performs related work as required. 

Class Established: 7/92 

Date(s) Revised: 7/93 

Note; A (ami guide to das deKcptian, wfakh iadodet defizntkni of itBndjad tarns nedrk oaoadered. 
an iuieyal part of thk description and k available from the Department of Peaooaet Sex vicra 



MONTGOMEHY COUNTY PUBLIC SCHOOLS 
CLASS DESCWnON 

CODE 6870 
OFFICIAL TTTLE: Instructional Assistant (ISM) 

   GRADE 11 
WORKING TITLE: 

- -ying out th. tatructicoal in M—, (ISM) 

at schools. 

Hk: wrt of tte cte involvo administctrng ISM t=ts to stud^B, mainuimng 
iraluatiw infonnation id teactea Workers administer ISM tests to students of deferent grade levels accorduig 
^^ft^o^^ftscore tests and enter data into computerized recording and processmg sptem, and prepare 
Z^tT^c^ p^a" Tnd central office administ^rion. The work quires aputude and undersundmg 

ma thematic concepts taught at elementary and middle school grades. 

MINIMUM QUALIFICATION STANDARDS 

Wo ddn^toowi^^c^of ^rn a them a tics taught at elementary and middle school grades. Some ta^led*c^c^ 

computers. 

AbQiry to work with students effectively in administering test. ^ » j^SrHSty^ ^Sn^ 
accurately. Ability to enter detailed data into computer using standard computer keyboard. ty cxp 
results to teaching staff. Ability to perform general office clerical work. 

experience which provide the knowledge, abilities and skills necessary to perform ly 
considered. 

CEHT1F1CATE AND UCENSE REQUIREMENTS: 
None 

PWV^lCAL DEMANDS' fSoecial requirements such as lifting heavy objects and frequent climbing.) 
w to move ^.eelchain and related e,uiPment and u, assBt tn the reloeauon of 

students. 

SPECIAL REQUIREMENTS: (Frequent overtime or night work required, etc.) 
Positions operate computers for prolonged periods. 

PAID OVERTIME 
Yes 

This description may be changed at any time. (continued) 

3! 
■ 



TITLE: Instructional Assistant (ISM) 

-2- 
CODE 6870 

EXAMPLES OF DUTIES AND RESPONSIBILTTIES: 
Organizes and maintains ISM materials and provides for their security. 

Keeps '•I"** and math records current. 

Administers and scores placement tests and enters results into computer. 

Administers and inputs results of demonstration assessments. 

Assembles constructed response assessments for teachers and scores and inputs results. 

Assembles level assessments and unit tests for teachers; scores tests using scanner. 

Maintains supplies of ISM materials. 

Provides teaching staff and others with information on ISM tests, test results and related information. 

PTpiaim the ISM program to new teaching staff and provides necessary materials. 

Performs general office clerical work. 

Performs related work as required. 

Class Established: 7/92 

Date(s) Revised: 7/93 

Note A fBvaal gaide to daa deKnptkn, which iadndei defimtkm a£ ftsndard tarns toed, k axandexed 
an """yl part of tfaii deKxiptiaa a,v^ it available from the Derailment of Peaarmci 
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FROM ; QUEEN i^MNE,S_BD OF ED PERSONEL PMOtt l-IO. : 4107582403 Sep. 12 1996 03:35RM P|| 

3< 

Tm.fj SCHOOL ASSISTANT I - INSTRUCTION 

OUALIFIC ATIONft I. Hl*h .chool fudv** or OBD. 
2. Pkttuit and profeinonw manfler. 
J. AWlity to work with childitfl. 
A. Muit pmu School Aaaiitsnt I - ln»tniction test. 

PERFORMANCE RESPONSIBILITIES- 

I. 

2. 

3. 

Q. 

AdmlnUtcrs. scores, *nd rccord* »uch acWcvcraent and dlagnosUc tem at the teacher 
reoomnMndB for individg*! student#. 

Woik« with individual iludcnU or imall groups of MudcnU to reinforce learning of 
material or »Wlli Ixvitially introduced by the teacher. 

Guides independent «(udy. enrichment work, and remedial work set up and auiped by 
the teacher. 

4. Checkl notebook., eoimt* paper., and .upervisei tertlng **l m^ccop work at a^gnad 
by the tetcher. 

5. Auitlt with tuch large group aetiviti« at drill work, reading aloud, and ttory ta!lift|. 

Alerts the rejtular teachcr to any problem or special uvformation ahoyl en jndtvWual 
dudent. 

7. Maintainii ethical behavior and confidenlUKty of iaformatloti about .tudwtt#. 

6. Checks and record# student attendance. 

Dirtribute* and collecu workbooks, papers, and other materials of inumction. 

10. f^llecu and records collection of money. 

11. Reads to students, lirtent to itiudenU read, Mid participates In other fonns of oral 
eammunicition with rtudents. 

II. Assist* with luneh, »nack, and elcanup rowtines, 

13. Aisitts with wash-up and toilet routines. 

14. Keeps bullet in board and other classroom Icamlng displays up to date. 

Operates and carcs for equipment used in the claisroom for iBitmctional puipOKl. 

Aitlrts with the lupavirion of students during emergency drilh, aMembfiei. play penod*. 
and field trips. 

I'Mlicipatcs in daily and long-range lesion and classroom activity planning. 

lg. Helps maintain individual records for each child, 
2 

19. Asjists teachcr in.mainfaimng neat work and study areai. 

20. rerforms Other duties as ussigncd. 

15. 

16. 

17. 

JZ 



SeP- 12 1996 U:i7AM P02 

1TTLK; M 
SCHOOL ASSISTANT II. INSTRUCTION 

VHAIJFICATIONS; |. Iligh Kk„J endunle or G2D, 

■j ami professional manner. 
;■ '0 work With chiklren. 

V SvTo^00' " ' Iftrt™tior t«t. 
6: ".Sr ""«■ 

r-omn.ondMion. P^nnwce rating and wpcrviior 
'• Two yernt«t School Asiinanl I - (attnidiail. 

PERFORMANCE RESro.NSIBILniES! 

weotmnends for in<^ividta^gtudcnMd, achiwcn,cnl »nd tarii M the teacher 

material or to leaning of 

' totZZ?™** "«"■ •«-« WH,« w „d „ 

S'S'CcSr1'' "n""vm"' "* "wvi". <.»io, ^ m^up WQI|; „ 

A«i«. ^ ^ ^ ^ ^ ^ ^ TOd ^ ^ 

ttudenl^ fttU'IJ tft ar,y pluW(!m or *I)ecjal infomialion about an individual 

Maintaina ahlcal Mi.vlo, and conddcnlUlit, of infonoa.ion abow ...... 

Check* and records ttudent attendance. 

Di'Wl'"" "lto' Wm. -nd o.te malanaii of in^n. 
Collects and rcoorda collection of money. 

ajmmuiheau'^with'ltudoitr 1J^ent' rra<1, ^ p,rUcip,tes in ot^ fonvt of oral 

Assets with lunch, Mack, and cfcanllp routines. 

13 Asait5 with waih-up .nJ toilet routines 

■c-p. boltaifa ^ ^ „,b„ elgmKm |e>rajn8 U1) ^ ^ 

0P«"" and ^ fa, ^ ^ lhc ^ 

'""'v,■,"" °f OTwgcnc, drins, auetnbli«a. pi., penod., 

I melpatci In dm), rmd Inng-rangc Icison and dasirooni activity plm„i„6, 

Hslps iraliMin Individual ttcutdi for each child 

Aaiat, tcaoto ln „d Mod, 

ferfcrmn other duties as a«ip,e<l 

4. 

s. 

6. 

7. 

8. 

9 

10. 

IJ. 

12. 

15. 

16. 

17. 

IR. 

19, 

7(1 



rrcuci vcu i d u* 
; 

TO: 

FROM 

TflLBOTCOUNTV PUBLIC SCHOOLS 
P.O. BOK 1029 

Easton, Maryland 21601-1029 

TeL: (410) 822-0330 FAX : (470) 820-4260 

memorandum 

Marilyn Hunter, UniServ Director 

John Masone, Director 

Administrative a„d Sup^rVfeiviCT^ 

DATE: January 9, 1996 // 

SUBJECT: your Request Dated January 3, J996 

Please be advised thai- k 

Enclosed please ^j _ 
for any inconvenience. COPy 0f the rec3uested handbook, i apologize 

CC: Dr. Meek 

MSTA File 

\MSTA 01-09-96 
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UCBOE Hunan Resources TEL No .301 w  f   

2* 

3. 
4. 

^ ^ infftructioaal Xsslstant 

QQALiriCAXXOMS; 

1. High School D1P10M/5ED, t-o y..r. of collM. pre- 

£w.4~~o"l 1U.WO «o4 —^ 

with children or combination of •duaatrxoa and 

5. SSutTS children «4 

REPORTS TOj Tcachcr or other professional 

J0S 

groups of students. 

PESFOKMANCE RESPONSIBILITIES: 

. SSJti^tKi^rsSiicc. cWP«« - 

. SiUtflith th. -f 

* SidS^SdJ^ndSSt 8tud5! ^^hment^worK and renedial 
work »et ■rid J8SifJ®JnJy

to students read and partiei- 

' S 'Strfo^. of oral cownunication with stu- 
dent#. , . , _„~i of ettiiaal t>etiavioi and 

" " 
expected of fully licensed teachers. 

• Other duties a* appropriate. 

terms OF bhploTHEMS: Ten-month, Grade 5r classified Seal 

Classified Personnel. 

Jb" 
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TITIiE: instructional Assistant - special Bdocation 

n 
QUALIFICATIONS; 

1. High School Diploma/G.E.D.; two yaars of collaaa 
proforred. 

2. Two years experi«neft working with children or eombina- 
tlon of education and «xperience totalling two yaua. 

2. Good reading, writing, and arithmetic skills. 
Ab^Uty to work tl4rmoniou«1y *ta££, youngsters, wia comrmmity. 

4. Ability to lift between 30-40 pounds in ep«oifiad 
situations. 

REPORTS TO: Prineipal/classroom toaehor 

JC® «oal: to assist the teacher achieve teaching objactl-rea 
by working with individual students or small groups 
To help students achieve individual student 
obj actives. 

PERFORMANCE RESPONSIBILITIES: 

" Work witJi individual atudonta and small group* of 
studantS to reinforce skills introduced by toe 
teacher(s). 
Assist the teacher in devising special strategies for 
reinforcing skills and inatruction. 

tbe teacher in maintaining classrocn organiza- 
tion and a positive laarnlng environment. 
Operate and assist with the care of tne classroom 
equipment. 

* Assist with supervision and management of students 
during instructional and nonlnstructional activities* 
Assist with physical care and physical management of 
otudents as naadad and appropxiata. 

♦ Follow through to carry out individual programs da- 
signed by the teacher. 
^®"-i-Cipate in and/or provide input for team planning 
fuoctlona as appropriate. 

TERMS Of EMPLOYWENT; Ten-month, Grade 5, Claaaified Scale. 

EVALUATION: Performance of this Job will be evaluated in 
accorOance with Board Policy on Evaluation of 
ProfiaaaieBal-Classiflad Personnel. 



October 9, 1996 

T(D: Paraprofessional Task Force Members 

FR. Marcella Kehr and Gail Riley, MSTA Representatives 

RE: Recommended Guidelines 

Creating this task force was a major step toward professionalizing and raising awareness 

of the roles that paraprofessionals play as valued members of the school team. We 

believe that our work has great promise for more effective schools and high standards 
both for students and for all members of the school team. 

However, we believe that recommending to the 1997 General Assembly an administrative 

procedure for licensing paraprofessionals is "putting the cart before the horse." We must 

first thoroughly understand the current use of educational assistants/paraprofessionals in 

Maryland and clearly identify what their role should be as we move toward implementing 

quality school improvement initiatives. Six working sessions during a two and half month 
time frame is not long enough for our task force to assess thoroughly and evaluate how 

educational assistants and paraprofessionals are used throughout the state, how they will 
be used in the future, what training they currently receive, and what will be necessary in 

the future. We strongly believe we must complete this work before we even consider 

recommending a licensing procedure. 

We must take the appropriate amount of time to: 

1. review current structures and systems; 

2. determine the skills necessary for the future roles of paraprofessionals; 

3. develop and implement a consistent, high-quality, ongoing 

paraprofessional development program; 

4. look at the feasibility of creating minimum standards or guidelines which 

would still allow for local school system flexibility and control; and 

5. to assess the financial implications of any future changes. 

It is inappropfiateao mandate a regulatory system for paraprofessional employees before 
we fully understand what they are being licensed to do or how such a system would be 

paid for. 



■ 

■ 



The educational assistants/paraprofessionals on this task force are in agreement that their 

colleagues and the roles they play have been neglected for many years. In some cases, 
this neglect has persisted since the inception of the educational assistant/paraprofessional 

job category. Many systems have outdated job descriptions. There is great diversity and 

even disparity as to the role these employees play from local jurisdiction to local 

jurisdiction among Maryland's school systems. At best, minimal training opportunities 
are available for paraprofessionals throughout the state. 

Current educational reform efforts have increased the need for educational 

assistants/paraprofessionals and have significantly changed their responsibilities and 
functions. We need to review carefully current job descriptions and bring them in line 
with the new expectations of the assistants' role in and out of the classroom. It is most 

important to visualize and understand that, no matter what our job category may be, we 
are still an integral part of the educational team and should be respected for the job we 

do. 

As educational assistants and MSTA representatives on this task force, we believe it is in 

the best interest of all educational assistants/paraprofessionals and the students we service 

to take the time necessary to research and assess the current use of educational 

assistants/paraprofessionals in the education program. Only on this basis can 
recommendations be made for the improvement of the program. We must first assess the 
best way to professionalize our status. We must assure that local school systems are in 
the position to provide the funding and instruction necessary for quality professional 

development before we can even consider requiring licensure. 

In summary, on behalf of our members, we would like to offer the following guidelines 

for consideration by this committee as the first step toward fully understanding our role in 

the education program. 

GUIDELINE NO. 1 

The entire instructional team shall cooperate, within clearly defined roles, to provide an 

appropriate educational program for students. Paraprofessionals' work shall be directed 
by a designated certificated staff member. The school system shall provide a written, up- 

to-date job description for each educational assistant/paraprofessional job category. 

Employees in that category will not assume the responsibilities of certificated staff 



mi 
■ 

■ 



GUIDELINE NO. 2 

To ensure improved education for students and appropriate safety for students and staff, 

educational assistants/paraprofessionais shall be provided with locally funded orientation 
and training commensurate with their responsibilities. This training shall be provided 
prior to their assuming those responsibilities. Employer funded on-the-job training 

related to specific job assignments as well as inservice training should be provided 

throughout the year. 

GUIDELINE NO. 3 

Educational assistants/paraprofessionais shall be respected and supported as team 

members responsible for assisting in the delivery of instruction and related services. This 
requires systematic communication, inservice training, and conference activities. 

GUIDELINE NO. 4 

Local school boards shall recognize their crucial role in the support of and respect for 

educational assistants/paraprofessionais as integral partners in extending and supporting 

instruction and increasing student learning. 

Further, local school boards must ensure that work schedules provide time for regular, 

organized, and systematic communication between paraprofessionals and the certificated 

professionals with whom they work. 

GUIDELINE NO. 5 

Local school systems shall offer regular opportunities in career development and 

advancement, including financial support for further education. 

GUIDELINE NO. 6 

The Paraprofessional Task Force will revisit and review progress toward implementation 

of the task force recommendations and consider additional action in the future. The task 
force will devise and distribute an information-sharing system, which shall include timely 

assessments and surveys of Local Education Agency programs. 

C:\wiwnord\esp\para2.doc (ylc) 
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Minutes of Paraprofessional Task Force 

Wednesday, October 23, 1996 

Mr. Thomas Hendershot, Esquire, Chair of the Task Force, began the meeting with a 

review of the October 9, 1996 meeting minutes. 

MOTION by Dr. Leak, Seconded by Ms. Kehr. 

To accept the minutes as submitted. 

The vote was unanimous. 

The following members were present: Barbara Abramson, Judy Barman, Debbie Bostian, 

Kandace Chase, Hamett Ghee, Thomas Hendershot, Judy Hendrickson, Gloria Homeff, Lorretta 

Johnson, Marcella Kehr, Bob Lazarewicz, Lawrence Leak, Ann Lytle, Salima Marriott, Sandra 

Mane, Sarah Matisick, Judith Perkins, Gail Riley, Jean Sax, Rosemary Wolfe, and Betty 
Workman. 

The Chair indicated that any member on the "prevailing" side of an issue discussed at the 

October 9, 1996 meeting may request reconsideration of the motion at this meeting. No motions 

for reconsideration were made. 

The Chair asked the task force to review the guidelines submitted by the Maryland State 

Teacher's Association (MSTA) for the employment of paraprofessionals and educational 

assistants (paraprofessionals) for use by the LSSs (local school systems). 

A member suggested the charge of the task force was completed when the task force 

voted at their October 9, 1996 meeting to oppose certification/licensure for paraprofessionals. 

Another member stated four other charges in the legislation needed to be addressed. 1) entry 

level standards for educational assistants and paraprofessionals, 2) training and^experience to be 
required of educational assistants and paraprofessionals, 3) the development of examinations for 

entry into educational and paraprofessional careers, and 4) career ladders that educational 

assistants and paraprofessionals can anticipate following. 

The Chair reviewed HB 1309 which states that the task force "shall review" the four 

charges noted above in addition to the licensing of educational assistants and paraprofessionals. 

Del. Marriott excused herself from the meeting. 

The Chair recommended that the MSTA guidelines could be used as a starting point. 

Since guidelines are "discretionary" for LSSs and the proposed MSTA guidelines include 
"mandatory" language, some members felt the issue needed clarification. Additional guidelines 

could be submitted at the next meeting. 
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Discussion continued regarding "best practices" and mandating standards to an employer 

which should be left to the employer. The task force discussed recommending that entry level 

standards be set by the local board of education. Members discussed establishing at least 

minimum standards. One member cited the reason for the legislation was that a high school 
diploma or equivalency is sometimes not a standard and often there is no training. 

MABE and the Public School Superintendents Association of Maryland (PSSAM) want to 

keep local autonomy and not compromise local control. One member felt some LSSs have 
paraprofessionals working that have not had criminal background and fingerprint checks. The 

group was reminded that, by law, every LSS must do criminal background and fingerprint checks 

for employees. 

A member asked if working conditions would be a part of collective bargaining or 

educational policy? The group was reminded that there are ten eastern shore counties where 
paraprofessionals don't have bargaining rights. 

1) F.ntrv Level Standards for Paraprofessionals 

The group suggested the following; The local board of education should set standards 
appropriate for paraprofessional positions in concert with employees and bargaining units that 

include; 

A minimum education requirement of high school diploma or GED. 

^ . Appropriate training for position. 

MOTION by Dr. Wolfe, Seconded by Dr. Leak. 

To delete "in concert with employees and bargaining units." 
In favor; 11. Opposed; 9. 

Mr. Lazarewicz suggested adding "outside the collective bargaining process. 
MOTION by Mr. Lazarewicz, Seconded by Dr. Leak. 

To'insert "outside the collective bargaining process." 

In favor; 5. Opposed; 14. Abstention; 1. 

The task force agreed that the lead-in language for "Entry Level Standards for 
Paraprofessionals" would be ; "In consultation with interested parties, the local board of 

education should set! standards for the entry level of paraprofessionals that are appropriate for 

the position and thatlinclude; (see three bullets above). 
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2) Training and Experience for Paraprofessionals 

Prior to classroom assignment [where feasible], provide orientation and/or training 
commensurate with the responsibilities of and the previous training/experience of the 

paraprofessional. 

Provide additional inservice during any probationary employment which provides 

knowledge, abilities, and skills necessary to perform effectively in the job. 

Provide ongoing inservice training with LSS credits for career advancement to include 
training in new techniques, instruction, and equipment. 

MOTION by Ms. Johnson, Seconded by Ms. Lytle. 

To delete where feasible," 
In favor: 16. Opposed; 4. 

Tuition reimbursement for college credit would be an unfunded mandate for the LSSs. 

Nothing precludes the task force from recommending to the legislature to fund a mandate, 

"Credit" doesn't mean college credit. The intent was for credit for advancement in a LSS. 

MOTION by Ms. Kehr, Seconded by Ms. Johnson. 

To accept language for "Training and Experience." 
In favor; 18. Opposed. 2. 

MOTION by Mr. Hendershot, Seconded by Ms. Johnson. 

To add at the beginning of each of the recommendations the task force must address in HB 
1309 including entry level standards, training and experience, development of examinations, 
and career ladders; "In consultation with interested parties, the committee recommends that 
the local board of education;" 

No vote was taken. 

MOTION by Mr. Hendershot, Seconded by Ms. Herman. 

To table adding at the beginning of each of these charges; In consultation with interested 
parties, the committee recommends that the local board of education: until the next meeting. 
In favor; 15. Opposed: 3. Abstention: 2. 

Mr. Hendershot announced the agenda items for the next meeting; 

✓ Whether or not the group will be able to accomplish its mission by the end of the next two 
scheduled meetings or will it need another meeting. 

✓ Organizational feedback for deliberation. 

matthe-ws/parapro2 
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Minutes of Paraprofessional Task Force 

Wednesday, November^ 1996 

Members present: Barbara Abramson, Judy Berman, Kandace T. Chase, Harriett Ghee, Beatrice 
Gordon, Thomas Hendershot, Judy Hendrickson, Gloria Homeff, Marcella Kehr, Bob 
Lazarewicz, Lawrence E. Leak, Ann Lytle, Sandra Marx, Gail Riley, Jean F. Sax, Rosemary 

Wolfe. 

Mr. Thomas Hendershot, Esq., chaired the meeting. Minutes of the October 23, 1996 

meeting were discussed and accepted. 

A motion was made to adjust the meeting's agenda to include a review of PSSAM's 
Paraprofessional Guidelines (see attached). After discussion, it was determined that guidelines 

are not mandatory and their use should remain an LSS decision. 

An amendment was voted on and denied (4 in favor, 10 opposed, 1 abstention) to change 
the language under Entry Level Standards for Paraprofessionals from "should set standards for 

the entry level of paraprofessionals" to "is encouraged to set standards for the entry level of 

paraprofessionals". 

A motion was made, voted on, and denied (5 in favor, 9 opposed, 1 abstention) to 

include PSSAM's entry level standards in the Task Force recommendations. The discussion 

included: 

• LSS's already have authority to establish guidelines 

• PSSAM's guidelines add clarity 

• Guidelines are self evident, causing no harm, but not necessary. 

A discussion on PSSAM's Guideline #2, Training and Experience Requirements for 
Paraprofessionals included: 

• language "LSS's should" changes to "LSS's should be encouraged 

to provide training and experiences" 
• the above language is needed because of the funding issues 

surrounding training 

• either LEA's should, or should not, provide training 
• training of paraprofessionals should be left to the LSS's discretion 
• language "should" is not the same as "shall" 

• legislative intent was not mandatory guidelines, but 
recommendations. 

• cost factors are up to each LSS. Money is not an issue for Task 

Force, needs are. 
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A vote was taken, and opposed, (5 in favor, 10 opposed) to include #2 language from 

PSSAM's Guidelines on Training and Experience Requirements. ; 

A motion to use PSSAM's language on Entry Level Examination was introduced and 
seconded. 

A discussion on item #3 of PSSAM's guidelines on Entry Level Examinations included: 

• entry level exam should remain with LSS 
• special education requirements could mean various exams would 

need to be given 
• difficulties developing exams which are valid, reliable and legally 

defensible 

• exams could deter people from applying for paraprofessional 

positions 
• decision was made not to require licensure/certification. .how can 

exam be required? 
• limited or no real education classes or staff development 

specifically designed for paraprofessional 

• consider possible motion that the Task Force not take a position at 

this time regarding entry level requirements 
• opportunities vary between jurisdictions or are not available 

• before development of exam, need to establish student needs, job 

description, etc. for each position 

• need task analysis prior to exam 
• not prudent for Task Force to recommend too many different 

classifications in the State of Maryland 
• as students move on, would paraprofessional need to take another 

exam for another position? 

• recommendation not to make entry level exam an option for entry 

in paraprofessional career 
• specific competencies not clearly defined 

• should functional testing skills, i. e., reading, writing, etc., be 
required 

• minimum competencies would be different for each classification 

• all under jurisdiction of local school system 
• no one size fits all entry level exam 
• special ed skills needed would be varied, i. e., not necessary for 

transportation aide. 
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The Task Force proposed no recommendation regarding requiring entry level exams, but 
will explain reasoning specifically in the Task Force Report. 

Task Force discussed item ^4, Career Ladders, on PSSAM's suggested guidelines. The 

discussion included: 

• 1980's Civiletti Committee studied the issue of career ladders and 
could not come up with consensus on topic 

• previous literature on career ladder leads to career path, especially 

to that of classroom teacher 

• career ladder moves refer to movement from one paraprofessional 
position to another 

• career ladder relates to salary scale 
• some jurisdictions already classify and offer different salary 

grades, i. e.. Chapter 1 aide and special education aide may be on 
different pay scale 

• higher responsibility levels should reflect higher pay 

• recommend LSS's development plan address career mobility, or 

make no recommendation at all. 

A motion was offered and seconded to recommend to the Legislature that a committee 

be formed to study career ladder issues. This committee should consist of all interested parties, 

similar to this Task Force's membership. 

Discussion issues included; 

• concerns regarding asking the Legislature to form another 

committee 

• should come under SBOE or MSDE. Legislature should not 

legislate beyond their control. 

• Debate whether the Legislature has authority or not. Legislature 

gives their authority to State Board of Education/State Department 
of Education. 

• local issue only - local autonomy 

• issue of time, final report due December 1996. 

The previous motion was restated; the Legislature should require or mandate that the 
SBOE form a committee. Motion was seconded. A similar discussion took place regarding the 

above mentioned issues. The motion was changed because legislation would really not be 
needed should the Task Force recommend that the State Board of Education establish a 
committee to study career ladders. The motion failed, 5 in favor, 11 opposed. 
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A motion was offered and seconded to accept PSSAM's proposal on Career Ladders. 

An amendment was offered to delete the word consider and change developing to develop. 
Recommended language is to include: "In consultation with interested parties, the local board 

of education should develop...." A friendly amendment was offered: "LEA's will develop". 

Discussion was held related to an unfunded mandate. "Support should" is not the same 

as "support will". The friendlier amendment was withdrawn. A vote was taken on the original 

amendment, 14 in favor, 2 opposed. 

The language on PSSAM's Paraprofessional Guideline #4, Career Ladders, was discussed 

in great detail. Amendment was offered, seconded, voted and approved (11 in favor, 4 opposed, 

1 abstention) to replace in the first sentence: "on entry-level standards and training experience 
requirements". Amendment was offered and approved to add "in consultation with". 
Amendment was offered and approved to add "and job responsibilities". The final approved 
item #4 Career Ladders now reads: 

In consultation with interested parties, local education agencies, should develop 
career ladders for paraprofessionals based on entry level standards, training, and job 

responsibilities. 

A motion was offered and seconded to establish a time line for implementation by the end 

of the 1996-1997 school year. Discussion issues included: 

• clear fiscal impact 

• more prudence needed to reflect new budget cycle, 

at least until August 1997 
• time frames/budget limitations 

• LSS's should establish their own time lines. 

The amendment for the inclusion of a time line was withdrawn. 

Another motion was offered proposing that the Task Force recommend to the Legislature 

that reports be requested from the LSS's to the Task Force by the end of the school year 
indicating the status of their work. After a brief discussion on time frames etc., the motion was 
withdrawn. 

A motion was made and seconded to recommend to the Legislature that reports be 

requested from the LBE's by January 1998, regarding their progress. 

A friendly amendment was offered requiring the reports be sent to the State 
Superintendent of Schools. Language should include that appropriate parties will be properly 
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informed (local superintendents and local boards do not want mandates.) The amended language 
was approved. A friendly amendment was proposed changing the date from January 1998 to 

January 15, 1999 for submission of reports. After discussion, this amendment was withdrawn. 

A vote was taken and passed (10 in favor, 5 opposed, 1 abstention) on changing the date 

of submission of reports to September 30, 1998. 

Mr. Hendershot proposed that the Task Force's report reflect strong language which 
should include: 

• respect for paraprofessionals 

• expression of extent of feelings statewide 
• addressing lack of respect for paraprofessionals by leadership and 

other professionals 
• addressing the value of these positions. 

The language from Marcella Kehr's Guideline #4 was accepted. (See attached.) 

Discussion was held to add language indicating that all paraprofessionals are to be 

grandfathered in with respect to any recommendation of this Task Force. Requiring a GED or 

high school diploma should be addressed at the local level. 

The following is the approved language to be added to Entry Level Standards for 

Paraprofessionals; 

Recommend that local BOE's and school systems grandfather in current employees 

who may be impacted by the minimum education requirement of a high school diploma 

or GED. 

The meeting was adjourned. 
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PSSAM 
Paraprofessional Guidelines 

1. Entry Level Standards 

Establishing entry level standards for paraprofessionals must be maintained at the local 
school system level. There are several reasons for this position, including but not limited to the 
following: 

• There are many diverse and changing instructional, educational, student-management and 
other student related needs at the school building and school system level that can best be 
addressed locally. 

• There are immense "worker readiness/preparation" differences among various school 
systems throughout the state. These prospective employee differences among local 
school systems must be given serious consideration by local school systems in establishing 
entry level standards for paraprofessionals. 

• Individual schools and local school systems are in the best position to determine the needs 
of student and to subsequently employee paraprofessional to assist in meeting the needs of 
students. 

Local school systems should be encouraged to establish entry-level standards reflective of 
the three (3) aforementioned reasons. 

2. Training and Experience Requirements 

Training and experiences requirements for paraprofessionals must also be established at the 
local school system level. Local school systems should be encouraged to provide training 
commensurate with the respective position responsibilities, school needs and objectives, 
and student needs. 

3. Entry Level Examinations 

The decision whether or not to utilize entry level examinations for prospective employees 
(paraprofessionals) should rest with local school systems. Local school systems should 
be encouraged only to develop and utilize entry level examinations after careful 
consideration of school-based student needs. 

4. Career Ladders 

Local school systems should consider developing career ladders for paraprofessional based 
on local school system needs and conditions. For example, in a very small school system 
with relatively few paraprofessionals who have limited job responsibilities, establishing a 
career ladder would be very difficult. To the contrary, larger school systems would have 
considerably more flexibility in the context of initiating a career ladder program. 
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Minutes of Paraprofessional Task Force 

Tuesday, November 19, 1996 

Members present; Barbara Abramson, Debbie Bostian, Beatrice Gordon, Thomas 
Hendershot, Judy Hendrickson, Gloria Horneff, Marcella Kehr, Bob Lazarewicz, 
Lawrence Leak, Ann Lytle, Sandra Marx, Sarah Matisick, Judith Perkins, Jean Sax, 
Rosemary Wolfe. 

Mr. Thomas Hendershot, Esq., chaired the meeting. A motion was made to 
accept the agenda for the day's meeting. Moved by Matisick and seconded by Leak, 

the vote was unanimous. 

A motion was made to approve the November 6, 1996 minutes as written. 
Moved by Leak and seconded by Hendrickson, the vote was unanimous. 

The Chair asked the group to review the draft Report of the Paraprofessional 
Task Force and to point out anything contrary to or inconsistent with the group's 
deliberations. Dr. Leak asked the group to submit grammatical or syntax changes to 

him or Ms. Janet Marsh. 

Mr. Hendershot suggested changing #4 on page 8 to read "The task force 
recommends to the General Assembly that the Report of the Paraprofessional Task 
Force be made available to the local boards of education and have them submit an 
update on the status of the recommendations to the State Superintendent of Schools by 
September 30, 1998." Dr. Leak indicated that the task force's charge is to report to the 
Governor and the General Assembly, and it is up to them what they do with the Report. 
Mr. Hendershot's suggestions would overstep the boundary of the charge of the task 
force. Mr. Hendershot explained that he did not mean for the task force to send the 

Report to the local boards of education but rather recommend that the General 
Assembly send the Report to the local board of education. Two members said local 
boards of education should receive a copy of the Report. 

A motion was made to include, "The task force recommends that the Legislature 
make this Report available to the local school systems for their deliberations." Moved 

by Hendershot and seconded by Gordon, no vote was taken. 

A motion was made to remove "if the General Assembly takes action on the 
Report of the Paraprofessional Task Force, then ". Dr. Leak reiterated that by doing this 

the task force would be overstepping their charge. Moved by Hendershot and 
seconded by Lytle, no vote was taken. 

A motion was made by Hendrickson to include, "The task force recommends the 
General Assembly request the local boards of education to provide a report on the 





status of implementation of the recommendations of this task force to be submitted to 
the State Superintendent of Schools by September 30, 1998." 
Vote; For 11 Against 4. 

A member disagreed with the salaries statement on page 3. Mr. Hendershot 
recommended "Variances in salaries for educational assistants and paraprofessionals 

are measured by their educational background. Other local school systems measure 
salary variances by the type of job duties of the paraprofessional or by the 
paraprofessional's experiences." Data should also be included. 

A member stated that the word "always" on the second line of the first paragraph 
on page 4 should be removed because that's not what is happening. Mr. Hendershot 
agreed. 

A motion was made to accept the draft Report as amended and/or changed 
consistent with the day's recommendations. Moved by Leak and seconded by Sax, the 
vote was unanimous. 

A member suggested that more thorough references should be included on the 
background of the recommendations. Mr. Hendershot stated that staff would do that. 

Mr. Hendershot thanked the group on behalf of the Governor and himself. He felt 

the work of the task force was reasonably important and that it will help the relationship 
between paraprofessionals and management. 

Dr. Leak recognized staff for their work. He congratulated and commended Mr. 
Hendershot for his demonstrated leadership and for giving everyone an opportunity to 
present. 
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REPORT OF THE PARAPROFESSIONAL TASK FORCE 

Introduction 
Nearly a half million educational assistants and paraprofessionals work in our nation's schools. 

More than 8,000 are employed in Maryland's public schools. Educational assistants and 

paraprofessionals bring a wealth of community knowledge and information about their students 
to the work place. Educational assistants and paraprofessionals know the neighborhoods, families, 
and culture that form the school's community. Many have served years as instructional assistants 
and bring substantial on- the-job knowledge with them to create innovative and secure learning 

environments for students. 

Even though educational assistants and paraprofessionals bring this wealth of knowledge and 

experience to Maryland classrooms, educational assistants and paraprofessionals feel that school 

systems may not value or reward their efforts. This perceived lack of respect for educational 

assistants and paraprofessionals by professional educators is of concern to task force members. 

The task force approached its charge based on the premise that local school systems must create 

work environments that promote dignity and respect for educational assistants and 

paraprofessionals. Local school systems should recognize the crucial role educational assistants 
and paraprofessionals play in supporting and extending instruction to increase student learning. 

This report represents the work of the Paraprofessional Task Force. The report provides an 
overview of legislation introduced in the Maryland General Assembly regarding educational 

assistants and paraprofessionals and specifically reviews House Bill 1309 which created the 
Paraprofessional Task Force. The report identifies the members of the task force, the legislative 

charge to the task force, and the recommendations resulting from the work of the task force. 

Legislative History 

Legislation requiring the state-wide certification/licensure of educational assistants and 

paraprofessionals was introduced in the Maryland General Assembly by House Bill 637 in 1991, 
House Bill 760 in 1992, House Bill 803 in 1993, and House Bill 794/Senate Bill 705 in 1995. 
Several of these bills came to the attention of the legislature at the request of representatives of 

collective bargaining for educational assistants and paraprofessionals in the City of Baltimore. 

These bills were heard by the House Ways and Means Committee but were never voted upon. 

In 1996, House Bill 1309 was passed by the Maryland General Assembly. The legislative intent 

of House Bill 1309 was to establish a task force to study and make recommendations on the 

licensure of educational assistants and paraprofessionals who work with the children in the public 
schools of this State; provide for the membership of the task force; provide for its staffing; and, 
require a report to the Governor and the General Assembly by December 15, 1996. 

Paraprofessional Task Force Membership 
The Paraprofessional Task Force worked under the leadership of The Honorable Thomas R. 
Hendershot, Esquire. Mr. Hendershot, Chair of the Paraprofessional Task Force, was appointed 
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by the Honorable Parris N. Glendening, Governor. Consistent with the requirements of House 
Bill 1309, the task force was composed of 24 members. A complete list of task force members 
is included in Appendix A. 

Charge to the Paraprofessional Task Force 

The "charge" set forth in House Bill 1309, which created the Paraprofessional Task Force 
resolved that "the task force shall review the present utilization of educational assistants and 
paraprofessionals by the county boards of education and make recommendations on; 

1) Entry level standards for educational assistants and paraprofessionals; 

2) Training and experience to be required of educational assistants and 
paraprofessionals; 

3) The development of examinations for entry into educational and 
paraprofessional careers; 

4) The licensing of educational assistants and paraprofessionals; 

5) Career ladders that educational assistants and paraprofessionals can anticipate 
following; and 

6) Other matters that the Task Force considers of significance." 

Work of the Paraprofessional Task Force 

During the fall, the task force convened six meetings at the Maryland State Department of 
Education on the following dates: September 10, 1996; September 20, 1996; October 9, 1996; 
October 23, 1996; November 6, 1996; and November 19, 1996. All meetings of the task force 
commenced at 9:30 a.m. and concluded at 12:30 p.m. 

The task force proceeded on a work schedule that allowed for a review of literature on 
educational assistants and paraprofessionals and a review of a state-wide survey on educational 

assistants and paraprofessionals. The task force then turned its attention to an analysis of the job 

descriptions for educational assistants and paraprofessionals used by local school systems in order 
to adopt a common definition for educational assistants and paraprofessionals to be used by the 
task force. 

The task force also heard a presentation from counsel of the Office of the Attorney General 
regarding legal issues surrounding the certification/licensure of educational assistants and 
paraprofessionals. Each of these activities are discussed below. 

Review of literature on educational assistants and paraprofessionals. Prior to the first 
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meeting of the task force, an extensive list of reading materials related to educational assistants 

and paraprofessionals was generated. The task force received copies of much of the current 

material available in order to gain further knowledge on issues germane to educational assistants 

and paraprofessionals. 

State-wide survey on educational assistants and paraprofessionals. A survey presented 

to local school system directors of personnel provided a state-wide picture of educational 
assistants and paraprofessionals. An analysis of the survey revealed the following: 

• Approximately 8,000 full-time educational assistants and paraprofessionals are 
employed by local school systems. 

• There are as few as 45 educational assistants and paraprofessionals in one local 
school system and as many as 2,000 in another. 

• Educational assistant and paraprofessional positions are funded through state, 

local and/or federal funds. 

• Salaries for educational assistants and paraprofessionals are commensurate with 
their educational background. 

• Most of the educational assistants and paraprofessionals are represented by one 

of four collective bargaining units: Montgomery County Council for Support 
Service Employees; Maryland State Teachers Association; Baltimore Teachers 

Union; and the American Federation for State, County and Municipal 
Employees. 

• The fiscal impact of certifying/licensing educational assistants and 
paraprofessionals would result in additional costs for personnel office staff and 
Department staff needed to process the appropriate materials for 
certification/licensure purposes and the increased costs associated with 

salary/benefits for a new class of licensed employees. 

Analysis of job descriptions. The task force selected and reviewed the job descriptions 
of educational assistants and paraprofessionals from 14 local school systems. The local school 

systems included: Allegany, Anne Arundel, Baltimore County, Calvert, Cecil, Garrett, Harford, 
Howard, Kent, Montgomery, Prince George's, Queen Anne's, Talbot, and Washington. While 
the class of individuals serving in the capacity of educational assistants and paraprofessionals 
contained great similarity in terms of their overall job-related responsibilities, the job titles used 

by local school systems varied greatly. In the selected local school systems reviewed by the task 
force, there were over 25 different job titles (e.g. attendance monitor assistant, Chapter 1 
assistant, foreign language assistant, health assistant, instructional assistant, special education 
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assistant, etc.). 

An analysis of job descriptions underscored the fact that educational assistants and 
paraprofessionals always work under the direct supervision of certificated educators and/or 
professional individuals. Moreover, a common core of duties for educational assistants and 
paraprofessionals emerged. These duties are as follows: 

• Assists in the follow-up of instructional activities as planned and presented by 
the classroom teacher; 

• Prepares and operates the necessary instructional and audio-visual materials; 

• Provides a variety of clerical tasks (e.g. correcting paper, taking daily 
attendance, etc.); 

• Monitors the safety and behavior of students; and 

• Performs other duties as assigned by the supervisor. 

Common definition for educational assistants and paraprofessionals. After extensive 
deliberations, the task force adopted a common definition for educational assistants and 
paraprofessionals. Educational assistants and paraprofessionals are defined as employees: 

1. Whose positions are primarily instructional in nature and may also include the 
delivery of other direct or indirect services to children, youth and/or their parents; 

and, 

2. Who work under the direction and supervision of a certificated staff member who 
is responsible for the overall conduct and management of the education and related 
services programs, including the design, implementation and evaluation of such 
programs, and the assessment of the impact on student progress and other 
education outcomes. 

Legal issues surrounding the certification/licensure of educational assistants and 

paraprofessionals. Counsel from the Office of the Attorney General presented to the task force 

legal issues that need to be addressed if certification/licensure for educational assistants and 
paraprofessionals were recommended by the task force. The following issues were presented and 

discussed. 

• Since the Professional Standards and Teacher Education Board and the Maryland 
State Board of Education do not have the authority to issue requirements for 
certification or licensure of educational assistants and paraprofessionals, 
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authorizing statutes need to be changed through legislation passed by the 

Maryland General Assembly. 

• A grandfather clause may need to be considered for educational assistants and 
paraprofessionals employed by locals school systems prior to the 
implementation of licensure/certification. 

• The State Superintendent of Schools must keep records, credentials, and 
diplomas for all certificated employees. Certification/licensure for an additional 

8,000 educational assistant and paraprofessional employees has a significant 

fiscal impact for the Division of Certification and Accreditation at the 
Maryland State Department of Education. 

• Contracts for educational assistants and paraprofessionals need to address the 2- 
year probationary period similar to that found in contracts for teachers. Tenure 
and dismissal need to be addressed through regulations as well. 

• Collective bargaining for educational assistants and paraprofessionals needs to be 
addressed. Authorizing statutes need to be changed through legislation passed 

by the Maryland General Assembly. 

• Reciprocity for educational assistants and paraprofessionals who move from state 
to state needs to be clarified through the Interstate Certification Contract. 

• An appeal process/system needs to be established to determine rulings on 
certificated staff who do not fulfill or complete specific certification/licensure 

requirements. 

• COMAR needs to address personnel issues such as attendance, notification of 

sick leave, death leave, loss of pay, and evaluation requirements. 

• The impact of certification/licensure on paraprofessionals who work with special 
education students may cause a liability issue with respect to due process under 

the Individuals With Disabilities Education Act. For example, 
parents/guardians could claim their child is not receiving services from 

individuals having the highest requirements in the State applicable to 
educational assistants and paraprofessionals and could request a due process 

hearing for private placement reimbursement and attorney fees if one 
jurisdiction certifies educational assistants and paraprofessionals and other 
jurisdictions do not. 
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Paraprofessional Task Force Recommendations 

After careful deliberations, the task force makes these recommendations to the Governor and the 
General Assembly. 

Entry level standards for educational assistants and paraprofessionals. The task force 

recommends the following: In consultation with interested parties, local boards of education 
should set entry level standards for educational assistants and paraprofessionals that are 

appropriate for the position and include; 

• A minimum education requirement of a high school diploma or general 
education diploma; 

• Appropriate training for the position; and 

• A criminal records check consistent with the Family Law Article. 

The task force further recommends that local boards of education grandfather current employees 
who may be impacted by the minimum education requirement of a high school diploma or 
general education diploma. 

Training and experience to be required of educational assistants and paraprofessionals. 

The task force recommends the following: In consultation with interested parties, local boards of 

education should provide orientation and/or training to all educational assistants and 
paraprofessionals. This training should be commensurate with the responsibilities of and the 
previous training/experience of the educational assistant and paraprofessional. Training should 
begin prior to assignment in the classroom continuing through any probationary employment and 
be an integral part of a process leading to career advancement for educational assistants and 

paraprofessionals. Training should enhance the knowledge, skills, and abilities of educational 
assistants and paraprofessionals so they can perform effectively in the job. Successful completion 
of training activities should be formally recognized as a legitimate means for educational 

assistants and paraprofessionals to advance in their career. 

The development of examinations for entry into educational and paraprofessional careers. 

The task force deliberated the issue of an entry level examination for educational assistants and 

paraprofessionals. After thoughtful discussions, the task force is making no recommendation with 
respect to an entry level examination for educational assistants and paraprofessionals. 

The primary rationale for making no recommendation rests on two key points. First, there is a 
great variance in job descriptions and job duties for educational assistants and paraprofessionals 
within and among local school systems across the State. Second, the ability to develop a valid 
and reliable entry level test is hampered by the wide variance of job descriptions and job duties. 
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Therefore, the task force felt it would be fair and prudent to render no recommendation on this 

matter. 

The licensure of educational assistants and pamprofessionals. The task force 

overwhelmingly recommends that no state-issued license be created and required for educational 

assistants and paraprofessionals who seek to be employed or who are currently employed in local 

school systems throughout the State. 

The task force also overwhelmingly recommends that no state-issued license be created and 
required for educational assistants and paraprofessionals who seek to be employed or who are 

currently employed in the City of Baltimore. 

Further, the task force overwhelmingly recommends that no state-issued license be created and 
required for educational assistants and paraprofessionals who seek to be employed or who are 
currently employed in any single local school system in the State. 

Career ladders for educational assistants and paraprofessionals. The task force 
recommends the following; In consultation with interested parties, local boards of education 

should develop career ladders for educational assistants and paraprofessionals based on entry level 

standards, training, and job responsibilities. 

Other matters that the Task Force considers of significance. The task force considered 

four additional matters related to its charge. Each matter received careful attention and the 
outcomes are presented below. 

1. The task force considered and rejected a motion to recommend that the General Assembly 

create a task force requiring the State Board of Education and the Board of School 
Commissioners of Baltimore City review the present utilization of educational assistants and 
paraprofessionals by Baltimore City Public Schools and make recommendations on: 1) Entry level 

standards for educational assistants and paraprofessionals; 2) Training and experience to be 

required of educational assistants and paraprofessionals; 3) The development of examinations for 
entry into educational and paraprofessional careers; 4) The licensure of educational assistants and 
paraprofessionals; 5) Career ladders that educational assistants and paraprofessionals can anticipate 

following; and 6) Other matters that the task force considers of significance. 

2. The task force considered and rejected a motion to recommend that the General Assembly 
create a committee to study career ladder issues for educational assistants and paraprofessionals. 

3. The task force considered and rejected a motion to recommend that the General Assembly 
require the State Board of Education create a committee to study career ladder issues for 
educational assistants and paraprofessionals. 
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4. The task force recommends that if the General Assembly takes action on the Report of the 
Paraprofessional Task Force, then an update on the status of the recommendations should be 

submitted by local boards of education to the State Superintendent of Schools by September 30, 

1998. 

Conclusion 
The members of the Paraprofessional Task Force wish to thank the Governor and General 
Assembly for the opportunity to study and make recommendations on this matter. Members of 
the task force also appreciate the chance to serve the citizens of Maryland. We hope this report 

serves to provide insight and guidance to members of the General Assembly as this issue is 
deliberated. 
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